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The eSDR Application

A. History and Purpose of Project

#The eSDR Application is an eGovernment Initiative funded by the Commonwealth’s Information
Technology Division (ITD) in the spring of 2001 and managed by the Department of Mental
Retardation.

#The goal of the eSDR application is to integrate the Payment and Service Delivery process
between providers and DMR and improve the efficiency of the process through a Web based
design.

#The Department of Mental Retardation (DMR) contracted with Systems Engineering, Inc. (SEI) to
work with DMR staff in developing the application.

#The eSDR application was completed in February 2002 and Providers will begin using the
application in March 2002.

B. Objectives

#Eliminate duplicate effort of data entry for both Provider agency and DMR
#Eliminate paper system for both Payments and SDRs (Service Delivery Reports)
#Create a User Friendly data entry system

*Create a Web Based environment

#Create an interface with the Commonwealth’s accounting system (MMARS) for quicker turnaround
of Provider Payments

[Note: The Department is enhancing it's capacity to make crisp and clear screen prints for the Manual and anticipates a
noticeably clearer result in version 2.].
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2. Getting Started
A. Technology

In the overall technical design of the system, great care was given to ease of use. SDRs and PVs
can accurately be created in a very short period of time.

Providers are only required to have a Pentium-class workstation with 64MB of RAM and a 56k
modem or better. A broadband Internet connection is not required.

The eSDR application will run on Internet Explorer 5.0 or higher using a128 bit encryption:

http://lwww.microsoft.com/windows/ie/downloads/recommended/128bit/default.asp

The eSDR application will NOT run on Netscape.

B. General Security

The application uses a high level of security both within the server and across the Internet, using
SSL encryption similar to that used on eCommerce sites such as Dell.com and Amazon.com.

DMR has established High Level Security Accounts for individuals authorized to sign/certify
Payment Vouchers/Service Delivery Reports for their Provider agency.

Individuals with High Level Security Accounts will be able to establish subordinate accounts for
other individuals within their Provider agency who are authorized to create PVs or SDRs but who do
not have signatory authority.

Provider Security Accounts

Level 0 Create SDRs only
Level 1 Create SDRs and PVs
Level 2 Create and Submit SDRs and PVs and establish subordinate accounts

DMR Security Accounts

Level 0 Create SDRs and PVs
Level 1 Create, Submit and Review SDRs and PVs
Level 2 Create, Submit, Review and Approve SDRs and PVs
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C. Provider Security Access-New Accounts

¢ Provider prepares eSDR Signature Authorization Form for Level 2 security, which is available
from the eSDR Website https://www.esdr.dmr.state.ma.us (New Accounts & Support)
or from the DMR Website http://www.dmr.state.ma.us (DMR-POS-Contracts; eSDR).

¢ The eSDR Signature Authorization Form must include all Provider staff who the Provider
wishes to have authority to sign Payment Vouchers and submit Payment Vouchers to DMR
(Security Level 2) . Do not include individuals who do not have signatory authority for the
agency (Security level 0 & 1).

¢ The eSDR Signature Authorization Forms must be signed by the designated authority that is
responsible for signing contract documents for the Provider Agency (Signature Verification
Form).

® eSDR Signature Authorization Forms are submitted to the DMR Regional Contracts Office
where the Provider does primary business.

¢ DMR Regional Contracts Staff will review the eSDR Signature Authorization Forms to ensure
a copy of the Signature Verification Form is on file for the person who signed the Authorization
form on behalf of the Provider Agency.

¢ The DMR Regional Contracts Staff will sign and forward the original eSDR Signature
Authorization Form to Central Office Contracts Unit for final review and where it will be filed for
future reference.

¢ A copy of the eSDR Signature Authorization Form will be forwarded by the Central Office
Contracts Unit to the Departments MIS Unit who will enter the Authorizations for Security Level 2
of the requested individuals.

* An email will be sent to individual when the Level 2 Security is approved with the User Name
assigned and the temporary password, “PASSWORD”. An email will also be sent to each
Region with whom the Provider does business.

¢ |ndividuals approved for Level 2 Security can then login to the eSDR Website. They will be
automatically directed to a screen where they will choose a new password. This will both grant
them access to the eSDR and allow them to establish subordinate accounts for Security Level 0
and 1 for staff in their Agency.
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D.Provider Security Access-Changes or Deletions

1.

Part 1:

# When the provider needs to make a change in the level 2 authorization (authority to
formally submit SDRs and PVs to DMR) when personnel change a new eSDR Signature
Authorization Form must be submitted to the regional office with which the provider does the
most business. Only the changes need to be included on the form, using the codes of C for
change, A for add, and D for delete.

¢ Please note: If someone with level 2 authorization leaves the provider agency, they would
continue to have eSDR access for the agency from their home computer until the change
form has been submitted and their access has been deleted. It is the provider’s responsibility
to submit the Authorization Form with the deletion. Informal communications such as an e-
mail that someone has left the agency will not be sufficient to trigger formally removing
someone from eSDR access.

. Part 2:

¢ \When individuals with 0 or 1 level or access to the eSDR for the provider agency
(authority to enter SDR and/or PV data but without authority to submit) change, the
persons(s) with level 2 authorization can make any additions, changes, or deletions directly in
the Account Management Screen.

¢ Please note, these individuals would continue to have access to the provider's eSDR data
from their home until these access has been deleted.
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E. eSDR Signature Authorization Form for Providers
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Department of Mental Retardation
eSDR Signature Authorization Form
(to be submitted to any DMR Regional Office)

Provider Name:
FEIN:

The individual(s) identified below are authorized to sign the “Vendor Certification” on Payment Vouchers (PV’s) and
Service Deliver Reports (SDR’s) for contracts between this agency and the Department of Mental Retardation. | understand
that the individual(s) will be assigned a user ID by DMR that will allow him or her to submit the electronic equivalent

of such documents.

Last Name First Name Title e-mail address* Phone # Designee Original Code**
Signature

*the individual must have his or her own e-mail address. A corporate electronic mail box is not sufficient. He or she will receive confirmation of their user ID

at this address.
** Code: Note whether this request is for a “C” for Change or “A” for Add or “D” for Delete (does not require individual's signature)

Request must be signed by an Authorized Signatory of the Provider

Name (please print) Title
Signature Date
Signature Verified:

DMR Regional Office Date
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F. DMR Security Access

® DMR Regional Operations Manager prepares eSDR Signature Authorization
Form for DMR for all Levels of security, which is available from the DMR web site

at www.DMR.state.ma.us by clicking on DMR-POS-Contracts, then eSDR.

¢ DMR staff who need authority to “Review and Approve” Payment Vouchers
and SDRs (Security Level 2) must have MMARS security.

¢ DMR Staff who will have Security level 0 & 1 access do not need MMARS
security.

¢ The eSDR Signature Authorization Form for DMR must either:
# be signed by the DMR Regional Operations Manager and a paper copy
submitted to DMR central office Contracts Office or
¢ Dbe attached to an email and sent by the Regional Operations
Manager to eSDR.help within the Department’s Notes system

¢ DMR Central Office Contracts Staff will review the eSDR Signature
Authorization Forms for DMR to ensure MMARS security when applicable.

¢ The DMR Central Office Contracts Staff will maintain the original eSDR
Signature Authorization Form for DMR.

* A copy of the eSDR Signature Authorization Form for DMR will be forwarded
to the Departments MIS Unit who will enter the Authorizations DMR staff.

* An email will be sent to individuals when the Security is approved with the
User Name assigned and the temporary password, “PASSWORD”.

¢ DMR Individuals approved for eSDR Security can then login to the eSDR

Website. They will be automatically directed to a screen where they will choose
a new password. This will grant them access to the eSDR.

Version 1 July 2002
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G. eSDR Signature Authorization Form for DMR
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Department of Mental Retardation

eSDR Authorization Form
for DMR Staff

Region:

The individual(s) identified below are authorized to access the electronic Service Delivery

Report (eSDR) system.

Last Name First Name DMR e-mail Phone # MMARS Type of | Code
address ID Permission
(if available)

*Type of Permission:
0: Create SDRs and PVs

1: Create, submit and review SDRs and PVs

2: Create, submit, review and approve SDRs and PVs (the individual must have their signature

on file at the Comptroller’s Office for this security level. If they do not, request security level #1 and
change it after their signature is on file)

**Code:
C: Change
A: Add
D: Delete

To be signed by Regional Operations Manager

Signature
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H. eSDR Login Screen

; Login - Microsoft Internet Explorer

J File  Edit  “iew Fawvortes Toolz Help ﬁ

-

LE E ESD R,
g / ELECTRONIC SERVICE DELIVERY REPORT

This system for authorized users only

SYSTEM NEWS & NETWORK INFORMATION:

New Accounts & If you need any service or suppaort far the DMR application you can visit your
Support: support page:  Suppart
System Update: On Tuesday the 11th of June, we will be updating the systermn. In the event

you have problems logging in on this date please try again later in the day.

New Address: There is a new address for this application it is
HTTPS Anatdy aS0R DE STATE kA LS Please nodate voor LI
& [ & [ Intemet
# Start | FIESDR Manual Layaut - Mi.. |[ @] Login - Microsoft Inte.. R NMHET 7a9am

Description
The eSDR Login Screen is the gateway to the eSDR application. There is additional

important information on this screen:
*+ New Accounts & Supports - for service or support in the DMR application
* System Update — Notifies users of the newest version of the application
*+ New Address — Notifies Users if the Website address changes

To Log in to the eSDR application, a Provider or DMR User must have an approved
UserName (see Provider Security Access or DMR Security Access).

Instructions
» Type in UserName
» Type in_Password (When a User account is first established, the default

password is “PASSWORD”. The User will automatically be taken to the Change
Password Screen to change their password. A User will not be allowed to do any
other transactions within the application until the password is changed.

kHit Enter or click the Login Button to proceed
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3. Account Management Screens

A. Account Management Menu

; Account Management - Microsoft Internet Explorer

J File Edit “Wiew Favortes Tools Help ‘

T A A Q E P - 7
Back Earard Stop Fefresh Haome Search Favarites Hiztary Size
JAQCIIBSS IE http: A fezdr. dror. state.ma.uz/Uzerd anager/za_main.azp?Action=build j @GD |J Links **

L @)
- ELECTRONIC SERVICE DELIVERY REPOR’

MHA Of Greater Lowell Contracts | Billed Contracts | Alerts | Reports | Account | Logout

Account Management For MHA Of Greater Lowell

Choose an Account Task

Z) Change Password

E) SetPane Size

E) Update Account Inforrmation

E) Create Account

ZJ)Reset Password or Delete Account

« | _'lJ
& [ [ |8 Intemet
= || Staltl ‘!..loan Callahan | MicrosoftAccessl ESDR Manual ... | I@Accnunt Ma |@<ﬁ-$ N %@@ 314 AM

Description
The Account Management Menu is the screen for all Users to Change Password, Set

Page Size, and Update Account Information. In addition, Level 2 Users can Create
subordinate Accounts and Reset Password or Delete an Account. Depending on the
User’s security level, there will be 2-5 choices on this menu.

Instructions
To go to any of the menu items in the Account Management Screen, click on the
appropriate screen choice (underlined in blue on the screen).

The Menu Bar at the top of the screen allows users to go to other screens such as:

Contracts, Billed Contracts, Alerts, Reports, Accounts and Logout by clicking the
appropriate category.
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B. Change Password Screen

/] Account Management - Microsoft Internet Explorer

J File Edit “iew Favortes Tools  Help |

@ . = 9 Oal Q [d 3 2~ u
Back Farward Stop Refresh Home Search Favoritez Histomy Size
JAQIdress I@ http: //esdr. dr state. ma.us/L sertd anager/sa_ain asp?Action=passwaord j & Go |J Links >

o VRN Ry
| Retard=t . / ELECTRONIC SERVICE DELIVERY REPOR’

Account Management For American Training

American Training

Change Password

Current Password

Hew Password I

Confirm Hew Password

« | ;I_I
& [ [ | ntemet
= ] Slalll W Joan Callahan | MicrosoflAccess”@Accounl Ma._. BESDR Manual | |@<§JEG N 2 [E] 1054 80

Description

The Change Password Screen is the screen where a User can change their password.
New Users will automatically be brought to this screen if their password is
‘PASSWORD”. New Users MUST change their password before being allowed to
proceed within the eSDR application. Users will also be allowed to change their
password at anytime. Passwords can only be changed by the User and cannot be
viewed by anyone else.

Instructions

The Current Password field cannot be updated. In order to change a password, the
User must type in the new password in the New Password field and then retype the
same password in the Confirm New Password field.
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C. Set Page Size Screen

3 Account Management - Microsoft Internet Explorer

J File Edit ‘iew Favortes Tools Help |

= . s D a Q E”| 3 4 - .
Back Farward Stop Refresh Home Search Favorites Higtom Size
J Address I@ http: /fesdr dmr state. ma.us/U sertd anager/za_kain asp?bction=pagesize j ﬁ Go |J Links ¥

% =
; / ELECTRONIC SERVICE DELIVERY REFPOR’

« | ;IJ
|&] Dore I_l_lﬂ Internet
a Slalll !Joan Callahan I Microsofl.&ccess”@,ﬁccuunt Ma ESDH M anual | |@<ﬂ§$ N %@@ 10:54 AM

Description
The Set Page Size Screen is the screen for Users to set the number of records they

can view at one time on a page. Depending on the speed of the User's Internet

connection and computer, a User may want to limit the number of records that can be
viewed on a page at any one time.

Instructions

» Choose the number of records you want to see at any one time in the combo
box: 5,10, 15, 25, 50, or ALL

> Click on Enter

» A message will confirm “Set Page Size to XX”

» Click on Home and return to the Account Management Menu
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D. Update Account Information Screen

/] Account Management - Microsoft Internet Explorer

J File Edit “iew Favortes Tools  Help |

. s 9 Oal Q [d o 2~ u
Back Farward Stop Refresh Home Search Favoritez Histomy Size
JAQIdress I@ hitp: /fesdr drr state. ma.us/U sertd anager /za_Main. asp?action=Updatel nfa j 6’60 |J Links >
g TBRY RFY=
- SR
- . / ELECTRONIC SERVICE DELIVERY REPOR’

American Training Contracts | Billed Contracts | Alerts | Reports | Account | Logout

Account Management For American Training

Modify Provider Account

Login Name: |RDSCI =] Password: |"°‘°‘°‘°‘°‘°‘°"
First Name: |Ruse Last Name: |Cleveland
Phone: Iﬂd_l Email: L_j {@aol.com
User Type: |Pruvider User Type ID: |American Training
Submit PY's: |2

=
4| | »

|&] Dore l_l_lﬂ Intermet
iaSlalll W Joan Callahan | MicrosoflAccess”@Accounl Ma._. BESDR Manual | |@<§JEG N 23 [E] 105380

Description
The Update Account Information Screen displays all information that pertains to a

User Account; such as Login Name, Password is protected, First Name, Last Name,
Phone, Email, User Type (Provider or DMR), User Type ID (Provider Name) and
whether or not the User has permission to Submit PVs and sign for the agency. This
screen is used to update phone and email information only.

Instructions

P To Update Phone or email, click within the appropriate field and correct the
information.
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E. Create Account Screen

< Account Management - Microsoft Internet Explorer

J File Edit “iew Favortes Tools  Help |

. s 9 Oal Q [d o 2~ u
Back Farward Stop Refresh Home Search Favoritez Histomy Size
JAQIdress I@ hitpe /fesdr dror. state. ma.us/U sertd anager/sa_Main asp?dction=Createdooount j 6’60 |J Links >
By ey -
- SR
. / ELECTRONIC SERVICE DELIVERY REPOR’

American Training Contracts | Billed Contracts | Alerts | Reports | Account | Logout

Account Management For American Training

Create a New Provider Account

Login Name: | Password: |"°‘°‘°‘°‘°‘°‘°"
First Name: | Last Name: |
Phone: | Email: |
User Type: |Pruvider User Type ID: |American Training
Submit PW's: | | Mo =

¥ il

|&] Dore l_l_lﬂ Intermet
iaSlalll W Joan Callahan | MicrosoflAccess”@Accounl Ma._. BESDR Manual | |@<§JEG N 2 [E] 1054 80

Description
The Create Account Screen is only for Level 2 Security Users who are authorized to

establish subordinate accounts within their agency.

Instructions
» Login Name — assign a User Login Name (First Name initial and Last Name are
recommended)

Password — for new accounts, this field defaults to “PASSWORD”

First Name- User’s First Name

Last Name — User’s Last Name

Phone — User’s current phone number (with Area Code)

Email — User’s current email address (User must have an email address)

User Type — defaults to Provider

User Type ID — defaults to Provider name

Submit PVs — defaults to “No”

YFYYYYYYYY
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F. Reset Password or Delete Account Screen

; Account Management - Microsoft Internet Explorer

J File  Edit  “iew Fawvortes Toolz Help ‘

& . s 9 A Q E7] e = ?
Back Eanyand Stop Refresh Home Search Favorites Hiztom Frint
Jﬂgdress I@ hitp: A fcrazh: B090/U serd anager/za_Main.aspPaction=RES j 6}!30

SIS

ELECTRONIC SERVICE DELIVERY REPOR’

Reset Password or Delete Account

Select an account from the list

Delete this account

Reset Password for this account

.
1| | »

|@ Done l_ I_ E‘I_,g Lacal intranet
# Start | FIESDR Manual Layout - Mi... | [ @] Account Management .. R NMHET soaam

Description
The Reset Password or Delete Account Screen is only for Level 2 Security Users

who are authorized to establish subordinate accounts within their agency. This screen is
used to reset a Subordinate Account’s password back to “PASSWORD” if the User
forgets their current password. This screen is also used to delete Subordinate accounts
within the agency (accounts are inactive and not deleted).

Instructions
# Select A User from the List — Providers will only see Users within their own
agency
# Click on Delete if you wish to make this account inactive
P Click on reset if you wish to reset the User’s password to “PASSWORD”
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4. Basic Steps for eSDR Process

Login to eSDR

Go to Contracts List

Find Contract and FY

Go to Contracts Detail

Choose Create SDR

Choose Month of Service

Choose Program

Enter Attendance

If Unit Rate Contract, Create Quick PV

If Cost Reimbursement Contract, return to

Contract Details and Create Cost Reimbursement PV

Verify Information and Submit to DMR
DMR Reviews SDR and PV
DMR changes status to “R” for Reviewed

SDR attendance is forwarded to Federal Billing

Program

PV is forwarded to MMARS for Provider Payment
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5. eSDR Screens
A. Main Menu (for DMR only*)

/3 DMR e5DR: [DMR Administrator Home] - Microsoft Internet E xplorer

J File Edit ‘iew Favortes Tools Help
JﬁQdFESS I@ http: /#esdr. dror. state. ma, us/drir/dmradmin, asp j @ Go |J Links

=
: ESTIIR
/ ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

=}

A

DMR Region C Administrator Account | Logout

DMR Contract Administration

Choose an Administrative Task

Z) Review Your Service Delivery Reports (SDRS)

$) Review Your Pavment Youchers (Pys)

& vour Redion's Providers
L vour Redion's Contracts

) rour Renion's Commited Transaction

=
4| | »

& l_l_le Intermet

Description
Once a DMR User has logged into the eSDR application, the DMR User will be taken to

the Main Menu. From here a DMR User can choose 5 menu options:
> Review your Region’s Service Delivery Reports (SDRs)
[ Review your Region’s Payment Vouchers (PVs)
> Select a Provider from your Region’s Provider Screen
[ Select a Contract from your Region’s Contract Screen
> Review your Region’s Billed Transactions

Instructions
> Click on any one of the above Menu options to proceed

* Please Note: This screen will only appear for DMR Users.
Providers will see the Contracts Screen on the next page of
this manual when logging into eSDR.
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B. Contracts Screen

/3 DMR e5DR: [Contracts] - Microsoft Internet Explorer

J Fle  Edit Miew Favortes Tools Help |

= . s D a Q E”| 3 4 - .
Back Farward Stop Refresh Home Search Favorites Higtom Size
J Address I@ http: /fesdr dmor. state. ma.us/provider/contracts. asp Milkervalue=2002 j @ Go |J Links ¥

DI LIS

ELECTRONIC SERVICE DELIVERY REFPOR®

Contract Region
1 2320310 Arnertican Training 2002 3 view Details |
2 2320345 American Training 2002 3 view Details |
2 320353 American Training 2002 3 Yiew Details |
4 ) 320356 Armerican Training 2002 3 ¥iew Details |
5 ) MRC0O19 Arnertican Training 2002 C view Details |

4] | LlJ

& [ [ [ ntemet

igistart| 8 Joan Callshan -..| [Z]Microsoft Access| [ 1DMR eSDR:... E@]ESDR Manual...l R W NMOE 11058
Description

The Contracts Screen displays all the contracts assigned to a Provider or to a DMR
Region. The screen displays the contract number, the Provider, the Fiscal Year of the
contract (current Fiscal Year is the default), and the DMR Region who manages the
contract. When a Provider User logs in to the eSDR application, this is the first screen
that will appear. A DMR User gets to this screen from the DMR Main Menu by selecting
“Your Region’s Contracts”.

Instructions
To view the contracts for another Fiscal Year, a User would click the “Unfilter” button.
The User can then select a different Fiscal Year and the Contracts List will be filtered by
the Fiscal Year chosen. A User can choose to go to the Contract Details Screen by
either clicking on the 6 digit contract number (underlined in blue on the screen) or hit the
“‘View Details” button. The Menu Bar at the very top of the screen displays other menu
options that can be accessed by clicking on any topic.
[ For Providers: Contracts, Billed Contracts, Alerts, Reports, Account,
Logout
[ 3 For DMR: Providers, Review, Billed Contracts, Alerts, Reports, Account,
Logout
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C. Contracts Detail Screen

/3 DMR e5DR: [Contract Details] - Microsoft Internet Explorer

J Fle  Edit Miew Favortes Tools Help |

= . s D a Q E”| 3 4 - .
Back Farward Stop Refresh Home Search Favorites Higtom Size
J Address I@ hitp: /fesdr dmr. state. ma. us/ provider/contractdetails. aspoontract=3203458cid=1 3038 p=20028provid=263 j ﬁ Go |J Links ¥

[ |

-
B " SR
r / ELECTRONIC SERVICE DELIVERY REPOR’

Contracts | Billed Contracts | Alerts | Reports | Account | Logout

Contract Details for Contract 320345

SDRs and UBs

] orig.i0 | Morvear |99 | contractiProgram Status | Date Comments | Action
MoNear
2) SDR:1201 1072001 3177 - HOUR O® |12200m view |
£) GOR: 2585 1172001 3177 - HOUR O |[1290002 view |
D Orig. ID MoiYear Orig. | e ontract/Program | Status | Date | Comments | Action
MoYear
Mo PVs are in process this Contract

| | 3|
& I_l_lﬂ Internet
iiSlalll !Joan Callahan I Microsofl.&ccess”@ DMR eSDR:... ESDH M arual | |@<EI§$ N %@@ 11:08 AM

Description
The Contracts Detail Screen displays all SDRs and PVs that have been generated

within the eSDR application, a system generated ID #, the month/year of the Service,
Program Code/Unit type, Status of SDR or PV (see below), Date SDR or PV was
created, a place to write comments if needed and an Action button. If a transaction is
Incomplete, the choice of Action Buttons will be: Edit, or Delete. If a transaction is in
any status other than Incomplete, the only Action button that will be available is “View”
The Status Codes are as follows:

| - the Provider or DMR Region is working on the SDR and/or PV and is not

ready to submit to DMR, the transaction is Incomplete,

S - the transaction was Submitted to DMR for review

Instructions

At the bottom of the screen you may choose to Create SDR, Create PV, Create Cost
Reimbursement PV or Create Sort Codes. Click on one of these topics to proceed.
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D. Create SDR Screen (Step 1)

/3 DMR e5DR: [Create SDR - Step 1] - Microsoft Internet Explorer

J Fle  Edit Miew Favortes Tools Help

= . s D a Q E”| 3 4 - .
Back Farward Stop Refresh Home Search Favorites Higtom Size
J Address I@ hitp: /fesdr dmr. state. ma.us/provider/sdrcreate . asp j @ Go |J Links ¥

=

[l E ESDR
- / ELECTRONIC SERVICE DELIVERY REFPOR®

American Training Contracts | Billed Contracts | Details: 320345 | Alerts | Reports | Account | Logout

Create SDR for Contract 320345

step 1 - Choose Month and Year

Month: IJU|}-’, 2001 'l

Choose the month and the year far the SDR you are creating.

Vhen you're ready to choose the Prograrm, click "Mest” Mext == |

d | ;IJ
|@ Done

I_l_le Internet
iaSlalll !Joan Callahan I Microsofl.&ccess”@ DMR eSDR:... ESDH M arual | |@<EI§$ N %@@ 11:08 AM

Description

The Create SDR Screen (Step 1) is the screen used to begin the process of entering

an SDR for attendance.

Instructions

In the Month Section, use the ‘Drop Down’ box to select the month and year for the

SDR you plan to enter attendance or services.
> Click on Next to proceed or Cancel
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E. Create SDR Screen (Step2)

/3 DMR e5DR: [Create SDR - Step 2] - Microsoft Internet Explorer

J Fle  Edit Miew Favortes Tools Help |

] R a ‘ Q E”| 3 | 4 - .

Back Farward Stop Refresh Home Search Favorites Higtom Size
JAEIdreSS I@ http: /fesdr dior. state. ma.us/provider/sdiCreate? asp j @Go |J Links ¥
[—

@I

ELECTRONIC SERVICE DELIVERY REFPOR®

American Training

Create SDR for Contract 320345

Step 2 - Choose Program for 072001

Contract Pragram Type Consumers Select
320345 Individual Support 3177 HOUR B [
Selectthe program for which you're creating the SDR.
When you're ready to create the actual SDR, click "Create SDR." Back << I Create SDR Cancel

d | ;IJ
|@ Done

I_l_le Internet
iaSlalll !Joan Callahan I Microsofl.&ccess”@ DMR eSDR:... ESDH M arual | |@<EI§$ N %@@ 11:07 &AM

Description

This Create SDR Screen (Step 2) displays the Contract you selected and also
identifies the Program, the Unit Type, and the number of consumers attached to the
contract. In situations where a contract may have multiple program codes or unit types,

a User will be able to select different programs.

Instructions

> Click on Create SDR to proceed, Cancel or_Back to return previous

screen
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F. SDR Data Entry Screen

/3 DMR e5DR: [Edit SDR: #3291] - Microsoft Internet E xplorer
J Fle  Edit Miew Favortes Tools Help |

= . s D a Q E”| 3 4 - .
Back Farward Stop Refresh Home Search Favorites Higtom Size
J Address I@ hitp: /fesdr dmr. state. ma. us/provider/sdr. aspPzdnid=3291 j @ Go |J Links ¥

American Training

Z)5DR#: 3291 Contract: 320345 - 3177 (HOUR) IFiIterEly vl Codes | Provider: Ametican Training Count 6
Page: Mnﬂ Check Alljj Uncheck All i JULY - 2001 All[ Find [ Records o
r ENANCY(D1) $29.33 ol | 72001 - 2142002 Units: Edit | —
1 2 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

Mo sttendance yet

|_ DARCELLE (017 $29.33 &t SEM: 72001 - 2452002 it Editl

2 3 4 5 6 F 8B 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

Mo sttendance yvet -
4] | _’I—I

Su Mo Tu e Th Fr Sa
T = of T= of TH of [ of [= of [ of [
s T o[ [ o [= o [= e [H w [ o =2 |
o [ el [ = o [ = e [ wl [ = [ 2l [ =] Cear |
22 I_Ij 23 l_lj 24 I_I_;' 25 I_lj 26 I_I_;' 27 I_lj 28 I_I_;l Pattern |

23 I_I vI 30 I_I vl 31 |_| vl Quick PY |
Unit Count: 01 ?)Legend
Total Units = 0 [RosClev] - 2/15/2002 11:05:20 AM
& I_l_le Internet
iaSlalll !Joan Callahan I Microsofl.&ccess”@ DMR eSDR:... ESDH M arual | |@<EI§$ N %@@ 11:08 AM

Description
This SDR Data Entry Screen is a split screen that displays both the consumers who

are attached to the contract (see the top section of screen) and the attendance calendar
for the month selected (see the bottom section of screen in gray).

The Consumer Section (top screen) also displays the Unit Rate, approved dates of
service, and the total number of units entered for the consumer in the calendar. This is a
display screen only.

To the right of each consumer’s name is a 2 digit number which is associated with the
contract line number. (This number is used to record consumers within the DMR
Consumer Registry System only)

The Calendar Section (bottom screen) is used for entering attendance for individual
consumers or groups of consumers.

There are several buttons on this screen that will allow a user to navigate for data entry

purposes. These buttons will be explained in the “SDR section” of the manual (Section
7).
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Instructions

Consumer Section
- Check All Button — Allows the User to select all consumers on a page.
Usually the eSDR application sets a page limit to 5 consumers per page, unless
the User has Set Page Size in Account Management Screen. If the User wants
to complete a calendar for the first 5 consumers it will not apply to the next page.
[ Uncheck All Button — Allows you to de-select all consumers per page.
This function cancels the selection.
> Submit Button — Once consumers’ attendance has been completed, the
User can submit the SDR to DMR. If the SDR is needed to create a PV, then
follow instructions for Create PV.
> Notes Button — Allows the User to construct a note and submit it to DMR
or DMR to the Provider Agency along with the SDR.
- All Button — Allows the User to select all consumers in the contract and
apply the same attendance.
= Find Button — Allows the User to quickly locate a consumer by typing in a
few letters of the consumer’s last name and clicking on Submit.
> Edit Button — Allows the User to modify the selected consumer’s calendar.
> Print Icon — Allows you to print the entire contract list of consumers
attendance. The Print Button is located next to the Records Button.
- Records Button — Allows you to select the number of consumers you
would like to see on a page. You can choose 5, 10, 15, 25, 50 or ALL
consumers to be visible on one screen. This can also be set in the Set Page

Size Screen.

Calendar Section
> In the Calendar section of the SDR, a User will choose attendance codes
in a ‘Drop Down’ list to select the proper code:

P — Pending Approval Long Term Absence

A — Approved Long Term Absence

B — ISP Planned Vacancy

S — Sick

V — Vacation

X — Present (in attendance)
H - Holiday

[ Apply Button — Once a consumer or a group of consumers has been
selected, the Apply feature will automatically enter attendance information for
those consumers.

> All Button — Allows the User to enter data for all consumers on the
contract.

> Clear Button — Deletes calendar information for consumers that have
been selected by placing a check mark by their name(s).

> Pattern Button — Allows the User to enter a “pattern” of attendance for one
or more consumers on either a Monday — Friday or 7 Day a week basis.

[ Quick PV Button — Allows the User to create a Payment Voucher (PV) for
a Unit Rate Contract.
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G. PV (Payment Voucher) Header Screen

a DMR e5DR: [Create PY - Step 2] - Microsoft Internet Explorer

J File  Edit  “iew Fawvortes Tools Help ‘

L 2 A Q E7 3 - "
Back Eanyand Stop Refresh Home Search Favorites Histom Size
JﬂddeSS I@ hittp: £ Admirsdr/provider/pyCreate 2. asp j i Go |J Links **

AR oo e W Y &I =

ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

DMR Region C Administrator Details: 110314 | Account | Logout

Create Payment Youcher for Contract

step 2 - ¥Yerify SDRs and Submit Required Information

D Date Created Status Units
s)SDR 2814 | 20Br2002 (s 1582
Vendar reference number: This Number bdust be Unique|
MaotesiComments [Optional]:
Click "Mext" to create the PV with the SDR s listed above.
C I Next
fou can always remove the SDR's from the PV after it's created). ance | ext == | |
1| | 2
|@ Done I_I_E‘E Lacal intranet

iaﬁtarll !Joan Callahat - Inbo... | @ESDH tanual Layou...”@DMH eSDR: [Cre... @Documen@ ; Microso...l |<ﬂ-N M%@ﬂ@ 12:35 PM

Description
The Payment Voucher Header Screen is the first screen to process a Payment

Voucher for Services.

Instructions
[ Enter a Vendor Reference Number. The Vendor Reference Number is the
Payment Reference Number from the paper copy of the Payment Voucher. The
number is assigned by the Provider to identify their payment and must be unique
per Provider for each Payment Voucher submitted. This is a REQUIRED field.
[ The User may make a note/Comment
> Click on Next to proceed
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H. PV (Payment Voucher) Detail Screen

MR eSDR: [DMA - PY Details for PY #995] - Microsoft Internet Explorer

J ile  Edit “iew Favoites Tools Help

| Aess |@ hittps: £ drnrrtsditesst dror/pdetails 2. asp ?pvid=095 =] @i |j Links »

-

ED DR

ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status
DMR Region C Administrator

Support | Search | MMARS Queue | Submitted MMARS | Details: 200351 | Account | Logout

$) p¥ Details for PY #995

ot | &
PY¥ Header
PV Number Date Contract Month/Year | Fiscal Year J::‘a; Amount
200351 e
PYDMR22002131156 | 6/5/2002 212002 2002 93 $4,972.71
Horace Mann Educational Associates
— 101 Constitution Blvd UnitB Vendor
RITAEE Franklin, MAO2038 Code: 0423000140005
608528 8639
Ref Doc ID Vendor Reference Number
SCOMR22002200351 ITh\s is & Unigue Mumber for Each PY
Vendor Certification
Mot Certified

e ——————————————
4 »

|&] Dane ’7 ’7 T4 Local intranet

R NHEIT) 11:29am

igﬁlalll !Jnan Callahan - Inbox - Lat. ”@DMH eSDR: [DMR - ... ESDF\ Manual Layout - Mi

3 DMR eSDR: [DMR - P¥Y Details for PV #995] - Microsoft Internet Explorer

|

J Address I@ hittp:/fdmintsdrtest/drr/predetail:2. asp?pvid=995

le Edt ‘“iew Favoites Tools Help

j &G “Llnks >
Not Certified i

Update Details

P¥ Lineitems

E) SDR #831%: Service Rendered 2/2002 - Program 3168 (DAYS)

- Original
Original ID MonthYear Date Created Status

Total Units

2iz002 513002002

Create new Manual PV Lineitem
MMARS Section

Ref CRS Line |Approp
SCDMR22002200351 o1 59202025

Prog |DOS Rate

368 | 2M-2i28/2002 $68.13| $4676.25

SCOMR22002200351 04 A9202025

3168 | 21-228/2002 F16.47 §206 46

Submit PV to DMR

=
4 | wl
|@ Done

,_,_E'g Local intranst
g Start| 8 Joan Calahan -Inbos - Lot |[E1DMR eSDR: DMR - | EHJESDR Manal Layoul - M. R H NHET 112980

Description
Top Screen:

This screen displays the 6-Digit Contract #, the Month and Year, Total Units, and the
Amount. Provider information is pulled in from another table.
1. The Ref Doc ID is:

2. The Vendor Reference Number is:

Page 27 of 85



3. The Status will appear. Once the PV is submitted to DMR, Providers will be able to
see the progress of the Departments review and approval of the PV.

4. Submit PV to DMR Button will allow the Provider to forward the PV to DMR.

5. Update Details Button will allow the Provider to modify the PV.

6. Providers will also be able to write a note, click on the Note Button.

Providers will also be able to print a copy of the PV, just click on the Printable Version
Button.

Bottom Screen:

The PV Line ltem(s) will appear to include:

1. The SDR Month/Year, Date Created, Status, Line, Rate, Total Units being billed and
the Amount.

The MMARS Section will display:

1. The PV Line, Reference #, CRS Line, Appropriation Account, Sub, Org, Program
Code, Date of Service, Quantity, Rate and Amount.

2. You can also create additional Line Items by clicking on the Create New Manual PV
Line Item Button.
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|. Vendor Certification Screen

/3 DMR ePV: [Submit P¥ #11 to DMR] - Microsoft Internet Explorer

J File Edt ‘“iew Favorites Tool:  Help |JLinks »

| Axddiess [&] nitp://185 243 205 253 /provider/vendorcet asp x| PGe

e = - D D3 S W - =

B

|_-.|-""-3|“" of :.S ..-l : 'I“ | y.g _r) ; !

et of Men ELECTRONIC SERVICE DELIVERY REPORT

DMR Region 1 Administrator Home | Review | Providers | Contracts | Billed Contracts | MMARS Queue | MMARS Status |
Alerts | Details: 150335 | Logout

Submit PY¥ #11 to DMR

¥Yendor Certification

| certify that the goods were shipped or the services rendered as set forth on the PY.

Submit PY Cancel

1 | _’|_I
|@ Dane |_|_|ﬂ Internet
| SlarlI gwgrkspace at .. | Micrnsoft Arcrcess | @Micmsoft Office | Micrnsoft F'Dwer...”@ DMRB =PY: [.. |N aﬂ%@@@ 2171 Ak

Description
The Vendor Certification Screen is the equivalent to the Provider Signature on a paper Payment

Voucher. The User has been authorized by their Provider agency to certify that the goods and
services were delivered or received. Once an SDR and PV have been submitted electronically
the Providers do not need to submit a paper copy of the documents with one exception. If other
documentation is needed, such as Long Term Absence Form those will still need to be
submitted on paper. In such cases a copy of the PV should be submitted as well for identifying
purposes.

Instructions

After the User has submitted the PV to DMR, a message will appear ‘| certify that the goods
were shipped or the services rendered as set forth on the PV”. The User is agreeing that the
information provided to DMR is accurate. If the User does not agree with the information, the
User can click on the Cancel Button. This is the last chance to verify the submission of the PV.
If the User agrees with the information, the User can click on the Submit PV Button. This
forwards the PV to DMR for review.
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J. PV Submit Screen

a DMR ePY: [Submit PY # to DMR] - Microsoft Internet Explorer

J File  Edit “iew Favorter Toolr  Help
J-"-\ddlBSS IE hittp: /4146, 243, 205, 253/ provider/submitP. asp Paction=previewipvid=11 j i Go

|« -2 - DO QB3 S E-=E
B

-
F / ELECTRONIC SERVICE DELIVERY REFPORT

Home | Review | Providers | Contracts | Billed Contracts | MMARS Queue | MMARS Status |

DMR Region 1 Administrator

Alerts | Details: 150335 | Logout

Submit P¥ # to DMR

P¥ Submitted

P # has been successfully sentto DMR.

) Beturn to Your Contracts List

|
|_|_|ﬂ Intermet

I ;I_I
|@ Dane

i | Stalll ! Fenae Jenkins | Microsuft.&ccess I % ticrozoft Office | Microzoft F'Dwel...l I@DMH ePY: [... | N %%@g@ 2:19 AR

Description
This screen verifies the PV has been successfully sent to DMR for Payment. The User

may return to their Contract List to process additional SDRs or select a category from
the Menu Bar at the top of the screen.
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K. Alerts Screen

/] Alerts - Microsoft Internet Explorer

J Fle  Edit Miew Favortes Tools Help |

& L s 9 fa) a £ 4 8- 7
Back Farward Stop Refresh Home Search Favoritez Histomy Size
J Address I@ hitp: /fesdr dmr state. ma. uslélerts/Providers/Providenblerts. aspPaction=Delete j @ Go |J Links **

LI -

ELECTRONIC SERVICE DELIVERY REPOR’

American Training Contracts | Billed Contracts | Details: 320345 | Alerts | Reports | Account | Logout

Provider Alerts for American Training | Sorted by: Alert Priority & Alert Date Create Alert
Alert 1D Alert UserlD Alert Category Alert Priority Alert Date Text Delete
48749 79 v HIGH 1429i2002 SEM: 02462 =l
4880 74 v HIGH 15292002 SEM: 30723 =
4714 78 v HIGH 1012i2002 SEM: 02368.. =l
4713 79 v HIGH 1012i2002 SEM: 01446 =l
4714 79 v HIGH 101242002 SEM: 02266, =
4644 1 140... =l
" Comments: SSN: MName: GAILl:lF'rogram: 3153 Start:
4645 0701401 End: 01711402 -
——— ] o m el i
1 [ ;IJ
& I_l_le Internet

k|| Slalll !Joan Callahan - Inbo...I Micmsoft Access ”@.ﬁ\lelts - Microsof.__ ESDFI Manual La_l,lo...l |@(§j$$ N Eﬂ@@aﬁ 11:14 AM

Description

The Alert Screen is a list of all the messages sent through the eSDR system of notifications.
When specific events occur in the eSDR application (e.g., an SDR is approved, a status is
changed, a PV is sent to MMARs, or a new consumer is added to a contract) a basic text
message will be sent to the provider so that the provider is proactively notified of the event(s).

Alerts can also be manual or reminder alerts sent to oneself. Providers and DMR can send
manual alerts to one another for the purpose of drawing attention to specific problems or issues
(ie, a consumer is missing from an SDR that is expected to be present—please add). Alerts have
a priority number of 1 to 5 and can be assigned a category type. Alerts can be deleted manually

or will be system deleted after 30 days. The Alert Screen can also be sorted and filtered.

Instructions

Click on Alerts on the Menu Bar and select Create Alert on the Alert Screen
Select a Regional ID

Select Alert Category

Select Alert Priority

Write your Alert Message

Click on Submit

YYYVYY

Page 31 of 85



L. Sort Codes Menu

3 http: //esdr.dmr._state. ma.us/Provider/SortCodes/Programs. asp?contract=320345%provid=269 - Microsoft Internet Explorer HE
J File Edit ‘iew Favortes Tools Help |
5 »
X a Q E”| 3 4 -
Back Farward Stop Refresh Home Search Favorites Higtom Size
JAEIdreSS I@ hitp: /fesdr. dmr. state. ma. us/Provider/SortlCodez/Programs. azp?contract=320345%provid=269 j @Go |J Links ¥
COLI IR

ELECTRONIC SERVICE DELIVERY REFPOR®

American Training Contracts | Billed Contracts | Details: 320345 | Alerts | Reports | Account | Logout

Active Programs for Provider ID: 269 Under Contract: 320345

Programs
Program Code Fiscal Year Program Code Name Service Unit Type Create Sort Codes
nI7 2002 Individual Support HOUR Set Codes I

d | ;IJ
& I_l_le Internet
iaSlalll !Joan Callahan I Microsofl.&ccess”@ http://esdr.... ESDH M arual | |@<EI§$ N %@@ 11:10 AM

Description
Set Sort Codes Screen is available to Providers for sorting/grouping consumers within

a contract in an order unique to them. SDRs are automatically sorted in alphabetical
order and this may not be the way in which Providers would enter SDR attendance.
Providers are given 26 options (letters A-Z) to sort/group consumers that cannot be
changed by DMR.

Once Sort Codes are created, the grouping category will apply to all SDRs created until
the Provider makes a change. Since this coding is intended to give Providers a
convenient way within their internal systems, the 26 letters will have different meaning
for each Provider. As such the Provider is responsible for assigning business meaning
to each of the alpha codes. Descriptions can not be provided by DMR. SDRs can then
be sorted by either last name or alpha code. New consumers will default to a value of
‘no sorting code”. Providers who do not wish to use the feature may ignore the
sorting/grouping codes.

Instructions

[ Click on Set Codes to proceed to assign Sort Codes for consumers in a
contract
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M. Set Sort Codes Screen

/} eSDR: Set Codes for 320345 - Microsoft Internet Explorer

J Fle  Edit Miew Favortes Tools Help |

= . s D a Q E”| 3 - .
Back Farward Stop Refresh Home Search Favorites Higtom Size

JAEIdreSS I@ http: /fesdr dmr. state. ma. us/Provider/SortCodez/Conzumers. asp?SORID=1EE84ContractMumber=3203458Fizcalv'ear=2002 j @GD |J Lirks

_r" Departmert of Mertal Retardation s, ST £ ' g 3 ELECTRONIC SERVICE DELIVERY REPOR;I

American Training Contracts | Billed Contracts | Details: 320345 | Alerts | Reports | Account | Logout

Consumers associated with Contract: 320345 in Fiscal Year 2002

Set Sort Codes: [BICDEFIGIHIIIK]L [M] Submit

NOPQRISITUVYWXYZAI

consumer SSN Last Name: First Hame: Group Indicator: Sort Code:
1. 1 L1 NANCY r [NOLL=]
2 ] 1] DARGELLE r [NOLLF]
3. L 1] L | JOSE LUIS r [NOLL=]
4 L1 L 1 TROY r [NOLL=]
5 1 L 1 MARGARET r [NOLL=]
B. ] ] WILLIAM r [NOLL=]
Easy Grouping for Setting Sort Codes for Consumers: Check All Clear All WMNULL gl Group Submit I
1 | ;Ij
& [ [ [ ntemet
sfiStart| # Joon Calshan - | [B]Micrasoft Access|[@]eSDR: Set... @]ESDR Manual.. (R W NMOE 11:108M

Description
The Set Sort Codes Screen displays all consumers assigned to a Contract. Providers

will have the option of assigning an alpha code (A through Z) to consumers on each
Contract, Program and Unit Type for sorting/grouping purposes.

Instructions
* In the column Sort Codes, use drop down menu to assign codes (A-Z).
# When the User has completed the Set Code option, click on Submit, the
selection will be saved and a message “The sort codes were successfully updated”
will appear.
P Consumers may also be assigned codes in groups. The User can click on
individual consumers in the Group Indicator column. Set the code at the bottom of
the screen and click on Group Submit, the selection will be saved and a message
“The sort codes were successfully updated” will appear.

Page 33 of 85



N. Cost Reimbursement Budget Screen

/] DMR e5SDR: [DMR - Cost Reimbursement for PY #8] - Microsoft Internet Explorer

J File Edit ‘iew Favortes Tools Help

| Address @] hitp.//dmmtsdhtest/provider/crCreated. aspTbudaet=D064pvid=3376manpvid=235 | @6e |J Links

ELECTRONIC SERVICE DELIVERY REPOR' A

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status

DMR Region C Adminigtrator Support | Search | MMARS Queue | Submitted MMARS | Details: 220312 | Account | Logout
CR Cost Reimbursement for 220312
Code Description Encumbrance | YTD Expenditures | Balance Amount Proj. Balance
131 Case Warker/MGR-hA $3.276.00 $2.417.88 $858.12 $|5.DD 5 85312
136 D.CPS. | $5.476.00 $2131.655 | $3.344.45 $|1D.DD F 333445
150 Payroll Taxes $1.750.00 $1.166.67 $583.33 $|55.DD 5
151 Fringe Benefits $1,575.00 $1,050.00 $525.00 $| § 525
21z Provision of Material GoodsiServices $14.000.00 $11.532.44 | $2.467.56 $| 246756
4110 Agency Admin Suppart Alloc $4.306.96 $2.871.31 | $1.43665 $| §  1435E5
Update | Back |
4| | 3|
|@ Daone I_I_E‘g Local intrahet
i#fistart| #8 Joan Calahan - Inbo - Lot..|[£1DMR eSDR: [DMR - EESDR Manual Layout - Mi.. | BPI NHET, 11:47 M

Description
The Cost Reimbursement Budget Screen is where the Monthly Expenditure Report

information is entered for Cost Reimbursement Contracts. Each Line Item has a budget
amount entered by DMR Contracts staff from the Contract. This Screen shows the
encumbrance amount, Year to Date expenditures and the Current balance of each Line
ltem.

Instructions
P Enter the amount of the monthly expenditure within each line item
P The Projected balance will be updated immediately upon data entry
P When complete, click on Update
» A message will appear to let you know the information has been updated
# Click on Back to return to the PV
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6. Menu Bar

MR e5DR: [Contracts] - Microsoft Internet Explorer

J File Edit “iew Favortes Tools  Help |

T | Al a E 4 = ?
Back Farward Stop Refresh Home Search Favoritez Histomy Frint
J Address I@ hittp: A Acrash:B090/ provider/contracts. asp j 6} Go

-

o - e DR 5
; / ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |
Support | Search | MMARS Queue | Submitted MMARS | Account | Logout

DMR Region 1 Administrator

Contracts List for DMR Region 1 Administrator {Entire Region 1}

Contract Yendor Firs::l Region m
1 2100305 Multicultural Comm.Sys. Pioneer val 2003 1 view Details |
z ) 100306 Center For Human Development 2003 1 Yiew Details |
3 ) 100310 Ahilities Unlimted Of Western M.E. 2003 1 ¥iew Details |
4 ) 100314 Goodwill Industries-Springfield/Htf 2003 1 ¥iew Details |
5 2 100325 Association For Comim Living 2003 1 ¥iew Details |
G ) 100326 Western Mass Training Consortium 2003 1 Yiew Details |
7 ) 100646 Berkshire RTA 2003 1 ¥iew Details |
8 ) 100647 Franklin Reqg Transit Autharity 2003 1 view Details |

=

l_ l_ E‘:_! Lacal intrangt

1
|@ Daone

iﬂSlalll @ESDH tanual Lapout - M. ”@ DMR e5DR: [Contrac. . !Joan Callahan - Inbaox - Lot._.I

R NHDD gosam
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/. Service Delivery Report

A.Create an SDR for
attendance patterns

A DMR eSDR: [Contiact Detail icrosoft Intemet Explorer

Tools  Help

| File Edit Miew Favoites

JA,ddrESS I@ hittp:/ fdmisdr provider/ contractdetails. asp?oontract=150371 &provname=Aditushcid=41 44fy=20028pravid=398 j o |J Links **

@S

ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

DMR Region € Administrator MMARS Queue | Submitted MMARS | Account | Logout

Contract Details for Contract 150371 as Provider Aditus (#358)
SDRs, 0Bs and UBs
[ Orig.I0  |Movear | O

Contract/Program Status | Date Comments | Action
Morvear

ZiZTI2002 Yiew

&) SDR:3B71 1/2002

3153 - BODY [s]

Orig. ID Mo/Year Orig. Contract/Program  Status Date  Comments Action
MoiYear

No PV/s are in process this Contract

LTETIN S

4

& o

[ [ [%a Localintranst
g Start| # Joan Calahan -.| BTESDR Manual. |[E]0MR eSDR:... [Z]Micrsoit Access | RGN A, 1z

/3 DMR eSDR: [Create SDR - Step 1] - Microsoft Internet Explarer == E
J File  Edt “iew Fawortes Tools  Help
| Axdress [ ] hitpdmisdr/providen sdrereatet .asp

|
=] @8 || ks >
=

S

ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |
DMR Region C Administrator MMARS Queue | Submitted MMARS | Details: 150371 | Account | Logout

Create SDR for Contract 150371
Step 1 - Choose Month and Year

Manth I.July,E[IEI‘I ha

Choose the month and the year for the SDR you are creating.
When you're ready to choose the Program, click "Mext "

2l

ol
&1 Done

[ [ [f% Local intranet
g start| # Joan Calshen -.| BESDR Manual.. |[£7DMR eSDR-_ | [F]Microsot Access| (@G NHET 1258

Individuals with similar

After you have
chosen the Contract
and Fiscal Year,
click on Contract
Details to begin
entering an SDR

Click on
Create SDR

Choose

Month/Year
for

attendance

Click on Next to
continue
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A DMR eSDR: [Create SDR - Step 2] - Microsoit Intemet Explorer HEE

J File Edit “iew Favorltes Tools

J |

J<:=,=>

Back Foreard

o) Q G @‘%%" i

Stop Refresh Home ‘ Search Favontes Histary Size

Jﬁgdress I@ http:/dmisdr/provider/sdiCieate?. asp j G “ Links *

DMR Region C Administrator

Bl

/ ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

MMARS Queue | Submitted MMARS | Details: 150371 | Account | Logout

Create SDR for Contract 150371

Step 2 - Choose Program for 072001

4

Contract Program Type Consumers Sel% Select the
160371 Residential 3153 BODDY 5 ol H
esidentia * apprOprlate
Select the pragram for which you'e creating the SDR. P rogram
Wihen you're ready to create the actual SOR, click "Create SOR." Back << | i Create SDR_

|@ Done

iﬂﬁlalll !Juan Callahan I @ESDH M anual . ”@DMR eSDR: MlchsUﬂAccsssl ‘@U@

==

Click on
Create SDR

tn continiie

)

J_ Edit  View Fa sz Toolz:  Help

| Adcress [#1 hiip: disch fproviden s asp sdrid=6075 =] @t |j Links »

=)SDR#:6076  Contract 150371 - 3153 (BDDY) Filter By x| Codes I Provider: Aditus Count. 5

check Allf|uncheck Anfl Submit JULY -2001 | Notes || anf

bscoTT 1) $378.75 | | 7arm001-anzim00z Units:
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

Mo attendance yet

- I kJUL\A (01) $3avars & 55N 7M172000- 311972002 Unifts: Edi‘lI

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

Mo sttendance yet

- HECTOR (01) $378.75 & SEN: THI2001 - 411 22002 Units: Edil—l_llv
»

<

Su Mo Tu We Th Fr Sa

= o T ol 5 o (= o T3 o = af [= 2]

s TEH o TEH w« TEH o« TE o TEH s [EH w« [T _A

wl [l el TR wl [ & el TR e [E ozl [E 2] [

2] [ 2 oz [ =l zef [E =] [TE =l [TE 2] TE =z=[ [LEl| pattern

2] [ El sl [TE = [ = Quick PY

Unit Count: 0 D egend
Total Units = 0 [callahan) - 4/23/2002 1:04:35 PM
|&] Dane [ 5% Localintranet
imﬁlalll !Jnan Callahan - I @ESDH M anual ”W MicrnsnftAccassl ‘@QEQ‘EN%@% 1:00 P

Click on
Pattern to
set a
pattern of
attendance
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3 DMR eSDR: [Edit SDR: #6077] - Microsoft Internet Explorer
J Ele Edit “iew Favoites Tools Help |

5 »
- - . @ i~ a @ B | A
Back Fariard Stop Refresh Hame Search Favartes Histary Size

=] @0 [|Liks »

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

| Adcress [@] bttp:/ cmrsch fpravidensdr. aspPsdrid=B077

MMARS Queue | Submitted MMARS | Details: 150371 | Account | Logout

FilterBy | Codes | Provider: Aditus
JULV=2001 =3 [ET

71312001 - 411 22002 Units:

DMR Region C Administrator

E5JSDR#: 6077  Contract 150371 - 3153 (BDDYY Count: 5

Choose the type of
attendance
pattern, 7 Days a
Week or Monday-
Friday

10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28

2 3

4 5 6 7 8 9

Mo sttendance yet

(m} | FJUL\A (01) $378.75 & S8N: T1/2000- 31197200 Units: EﬂitI

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 2 24 25 26 27 28 29 30 3N

4 IJJ
Set Attendance Pattern

Code: | ¥-Senvice Received vl /

& 7 Days AWesk

Pattern Preference: Units:

Choose
Attendance
Codes from the
drop down list as

€ Monday - Friday

Units

Apply ﬂl Clear Calendar I
Total Units = 0
|@ Done

[callahan) - 4/23/2002 1:06:50 PM

,_ ,_ |_!§: Local intranet

Enter the # of
Units of Service

R NHED ro2ey

iﬂﬁlalll !Juan Callahan I @ESDH Manual . ||@DMRchsUﬂ Accsssl

If attendance applies to All consumers on the page, click ALL.

incorrect, click CLEAR. When completed, click on CALENDAR

If attendance applies to a group of consumers selected, click APPLY. If attendance is

; DMR eSDR: [Edit SDR: #6077] - Microsoft Internet Explorer

| Ele Edi Vew Favoies Took Help ‘

= > . @ 4 | a @ | @
Back. Fonward Stop Refresh Home Search Favarites Histary Size
| aderess [#] hip://dmisdi/provider/seh. aspTsdiid=5077 =] @60 || Links >

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

MMARS Queue | Submitted MMARS | Details: 150371 | Account | Logout

DMR Region C Administrator

in

After a Pattern of
attendance is entered and
you need to edit an
dividual's calendar, click
on EDIT for the individual

(See “Entering attendance
for an Individual” to edit )

5)SDR# 6077  Contract: 150371 - 3153 (BDOY) IFiIlerEy ~| Codes Provider: Aditus Count: 5
Check AIIlUnchel:k Alll Submit 00 Notes [ All|| Find | Records
B SCOTT (01) §378.75 & S5N; 70362001 - 41272002 Units: 31 E =
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 #
E T T T T T T T T T T T T R T O A A R R A A B A R
K ¥ X [ X ¥ ¥ |[¥X ¥ X ¥ ¥ X ¥ ¥ X ¥ X X ¥ X K X X ¥ X ¥ ¥ X | ¥ ¥ x
(| kJUL\A (01) §378.75 & SEN: 71i2000- 21972002 Units: 31 EdilI
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
vl fa el e fa e e falafafa e e fa e [alafafrlafa[ala[a]a[a]1]1]][E
4] | >
Su Mo Tu We Th Fr Sa
Appl
1||;I2||;I3||;I4||;I5II;ISII;ITII;I¢I
L T of (2 of [ o T2 e 5 o [ w [ J—a |
W [E e« [E o TEH e TE & [E = [H « [=| e |
2l [ [ [zl [E 2l [ 5 2 [E =l [E [ [ | raten
sl [ = sl T EL wl [ EI Quick PY
Unit Count: 0 3)Legend
Total Units = 155 (callahan] - 4/23/2002 1:09:21 PHM
|&] Done [ [T Local intranet
@Start| # Jaon Callshan -..| EFIESDA Manual .| [£10MR eSDR-_.. [B]Micrasaft Acce... BRI NHE, 1.05r0

Click on the Printer
Icon in order to print
the SDR entered
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A DMR eSDR: [Edit SDR: #E077] - Microsoft Internet Explorer

J File Edit Miew Favortes Tool:  Help |

j@.».@ﬁ‘@@@‘ﬁ%- >

Back Forward Stop Refresh Haome Search Favorites History

| Adcress [@] bttp:/ cmrsch fpravidensdr. aspPsdrid=B077 =] @6 |j Links »

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

DMR Region C Administrator MMARS Queue | Submitted MMARS | Details: 150371 | Account | Logout When you a re fl n IShed

Contract 150371 - 3153 (B0DY) Filter By [x] | Codes | Provider: Aditus Count 5 ente ring all attendance and
check anf|uncheck | submé JULY -2001 @ m CheCk fOI’ aCCUI’acy you may

b SCOTT (1) $376.75 # asm 1312007 - 47T 720 i
5 6 7 8 9 10 11 12 13 14 1 18 19 20 21 22 23 24 25 26 27 28 29 30 3 elther SUBM'T the SDR to
1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1
DMR or CREATE a PV for

LR RN AR SR AR AR AR A AR AR NN R AN AR ... NE. RN R NN .
13 14 15 16 17 18 19 20 21 22 23 24 256 26 27 28 29 30 31 payment

1

X

Imil | I FJUL\!—\(U‘\) $378.75 & BSRI |Z FAI2000- 3182002 Units: 31 EuitI
Al e fafafa e a1 e fralafafa[afafafafa[1[afr]a]a[1[1[1] =

1.2 3 4 5 6 7 8 9 10N
il | »

1ISu Mo 3ITu We Th BIFr 7ISa o T If the

£)SDR#: 6077

-
~

= = | & = o T & s & I =l I .
o T= o T o [= o [H o TH wl [ = w [=_A | inedmplete, exit the SDR by
el L&l oael Tl vl T E el T El sel T 5 =] [ E e [ ]| Clear ; ;
2 TS o[ Ta s T3 =T3 = T3 =T =T3P selecting another option from
s | E wf [ al [ E Quick PY, the Menu Bar_
Unit Count: 0 g)Legend
Total Units = 155 [callahan) - 4/23/2002 1:09:21 PH
|&1 Done [ [T Localintranet
ghistaut| | # Joan Calahan .| ®]ESDR Manual . |[&1DMR cSDR:... [B]MicrosoftAoce. | R NMET) 1:05PM

<3 DMR eSDR: [Submit SDR # to DMR] - Microsoft Internet Explorer

J Flle Edit “iew Fawortes Tools Help |

J « = 0 # 3 ‘ B- > If you choose to send

Back Farard Stop Refresh Home ‘ Search Favontes Histary Size .
| Agaress [&1 htip:dmisch /providen/submitSDR. asp =] @t |j Links » the S D R tO DM R CIICk
= SUBMIT or you may

DI LIRS CANCEL the

ELECTRONIC SERVICE DELIVERY REPOR’

submission.
Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |
DMR Region C Administrator MMARS Queue | Submitted MMARS | Details: 150371 | Account | Logout
Submit 5o 26077 to D If you click on Cancel
Final Step Before Submission the eSDR Wi” remain
H “ ”
Are yoU sure you want o subimit SOR #5077 to DMR? in “Incom plete status.

K

Click"Submit' to send the SDR to DMR. Cancel I Submit

4l | _'l_l
&1 ,_,_ng Local intranst
i Start| | M Joan Callhan .| FESDR Manual. [[Z7DMR eSDR:... | [B]Micasait dcce | R NHET 109PM
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3 DMR eSDR: [Submit SDR # to DMR] - Microsoft Internet Explorer

J i

e Edit “iew Favoites Tools Help

Home | Review | Providers | Contracts |
DMR Region C Administrator

Submit SDR #6077 to DMR
SDR Submitted
SOR #6077 has heen successfully sent to DMR.

) Return to Your Contracts List 4

"ELECTRDNIC SERVICE DELIVERY REPOR

« s @ A Q G 2 - i

Back Farward Stop Refresh Home Search Favontes Histary Size
Jﬁgdress I@ hitp:/Admisdr/provider/submitSDR.asp j G “Llnks B
[ |

ES DR

Billed Contracts | Alerts | Reports !

MMARS Queue | Submitted MMARS | Details: 150371 | Account ! Logout

Once an SDR
has been
_Submitted, you
will receive
verification.

You can
continue entering
other SDRs by

4

ol

&1

iﬁﬁlalll !Juan Callahan I @ESDH Manual . ”@DMR eSDR: . MlchsUﬂAccs |

'_ '_ |3'g Local intranet
R NHET 108ru

Returning to your
Contracts List.
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B.Create an SDR for an Individual or Group of
Individuals with different attendance patterns

3 DMR eSDR: [Edit SDR: #8918] - Microsoft Intemnet Explorer

J File Edit “iew Favoites Tools Help |

J T fal ‘ el Gi £ - 3
Back Farmard Stop Refresh Hame Search Favarites Histary Size . =
Jﬁgdress I@ hittps:  fvavs, esdr dmr, state.ma.us/providerfedr. asp 7sdrid=8918 j &G “Links ”J Y? 5 CIICk On Edlt to
r = fJ0HN (@1 $132,092.95 # 58N 702001 - BITI2002  Uni 31 Edi| ] brlng up
1.2 3 4 5 6 7 8 9 10 11 12 13 12 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 . .
Select 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 |nd|V|dua|S
.f. ¥OoOX K XK K OH X K XK KX k3 L k3 L H L H L H L
Speciiic —|» i fi RenE o) $123,892.98 # S5 THIZ001 - 6712002 Units:0 | €— calendar
indiViduaI 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 ¢
you V\_IISh [mf 0 BRIAN (01) §153,992 96 # 85N 77142001 - 672002 Units: 31 eat| | Change
12 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
tO Edlt FI T T T T T T T T T T T T T A R A A R A 1/;/ attendance N
¥ lx Do D b e LD D D D D e D D D D D D D D Do D [ [ I e [ x
> calendar
4 | »
Su Mo Tu We T & Sa
Apply
(1= 415 413 413 4 |;|—|'\ Once done
After entry T A [H o [d of1d o [H o [= o (o2 \
[13 i
and “Apply o = Wl [ o [5 o [ = of [= o [= s« [ =] _cear | click on Apply
th heck aof [ =l ozl [l 2l [ E el [ 2l wf [El el [ =l [ =1 patten
e chec oA [H o [H o (3 o T3 «f [H auick PV
mark WI” no Unit Count: 0 QLegend
lo nger Total Unils - 682 (DMRCLO] - 671072002 2:42:29 PM
|&@] Dore N
appear. The igh Start| M Louie Robert .| BT Document] . [[270MR e5DA_.. | F)ESDR Manuel [REG NHGE 16rM

box will turn
from yellow to

green
3 DMR e5SDR: [Edit SDR: #8918] - Microsoft Inteinet Explorer
J File Edit View Favortes Toolz Help |
L, A ‘ Q m @ | & ?
J Back Fonyard Stop F\s;ssh Home Search Favorites History <:S=(>\ze Once you have
JAleeSSI@ hittps: 2o esdr.dmr. state. ma.us/providersdr. aspedrid=0918 j &G HLmks ”J m > entered a” individuals
check the total count
<)SDR#:8918  Conbact 560323 - 3177 (DAYS) Fifter By 7] | Codes | Provider: Detter Comrmuniy Livng~ Count: 23 & to ensure all have
check Ailf|uncheck anf| Submit UARY - 2002 | Notes || an| Find | Recoras| been Captured
I pJOSEPH (D1) $193,992.96 & SSNZ TNI2001 - 6772002 Units: 31
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
FI T T T T T A T T T T T T T T T A T A T O R A T T A T R R A T
WK K MK M M X K X WK K XK KKK XX KKK KKK KKK XX
After T | pLMDA@Y) $193,092.96 geesl__ | 7ns001- o0z Units: 31 |
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
Completed <1| I O T O T T T I I T T I T T T T T T R R R T I |1_>|J ) -
click on = — = — = = = — Click on the Printer
. A T o TR o TE o TE & 5= —I Icon |n Order to
quick PV T TE A TH (8 o [ o [& of Bl of [5_2 oy
or the o [H Wl [ o [E o (= ol [H el [= ol [ cer | print the SDR
o [& 2 [ af [E w (& ozl [E 2 [ =l [ ]| retem entered
menu bar A T2 o T2 of (2 of [H o [ ok v
Unit Count: 2"'J\_egza-nd
|@ Done |7|—§|0 Intemet
{#fistan | # Lauie Fobert - | @1Document! - |[&]DMRA «SDA... WESDR Manual | REG NAWDE 334PM
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8. Payment Vouchers (PVs)
A.Create a PV for Unit Rate Contracts

3 DMR e5DR: [Edit SDR: #8319] - Microsoft Internet Explorer

J File  Edit Favortes  Tool:  Help ‘
3 »
@« . o= Q9 A Q Ga o
Back Fanward! Stop Refresh Home: Search Favarites Histary Print.

=] @6a ||Links

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status |

| Address [@] hitp: rdmmtsdrtest/provider/sdh asp?sdiid=8313

DMR Region C Administrator

Support | Search | MMARS Queue | Submitted MMARS | Details: 200351 | Account | Logout

= X R - = Provider: Horace Mann Educational

S)SDR# 8319 Contract: 200351 - 3168 (DAYS) Filter By Codes | Acsociales

page: IR or 1 | Uncheck Al FEBRUARY - 2002 i g —

1 G Sort E
Fa [ Joonnon sezas # S5N: TM888- 5312002 Untstg o, it

3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28
1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1
® * X ® * ® * KoK H X X K X L.

i . ; Sort -
Im | DRIAN (01) $62.35 &L S5M: 71119888 - /3112002 Units: 19 Code A Edit
4 I 2 2 a L3 A 7 o n an LE] a7 Lk 44 4E A& A7 A0 4N N M ¥ T 24 IR R T ‘)T hd
1 »

Su Ma Tu Wye Th Fr
| zl_l__l Loy |

el
S

Count: 5

52 |
JE2 e
JE3 E)
[

25|

7

3|

|

1D| I 1£1|
wl |
I

2a

[ KN N

[ KN EN N

28|

[

Quick PY

2 Legend
Total Units =93 [callahan] - 6/5/2002 11:29:50 AM

& [ [ [5% Local inranet
gl start| #Joan Callahan - Inbos - Lot | [2]DMR eSDR: [Edit SD_.. EIESDR Manual Layout - Mi RYENHET 112278

Unit Count: 0

<3 DMR e5DR: [Contiact Details] - Microsoft Internet Explorer

J File  Edt “iew Favortes Tools  Help ‘

oL, 2. @ 7al Q Gad 4 = ”
Back Forward Stop Refresh Home Search Fawvarites Histary Print

=] @6o ||tinks >
ELECTRONIC SERVICE DELIVERY REPDR—I

JAddIESS I@ http://dmmtsdrtest/provider/contractdetails. asp%unlrac =200351 &cid=5304p=2002%confirmdelete=tue

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status

DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Account | Logout

The item was successfully deleted.

Contract Details for Contract 200351 as Provider Horace Mann Educational Associates {(#100)

SDRs and UBs

D Orig. ID Mo/Near

T Crauin Cust Hlmburssmant Py

4 | D r
& [ [ [5% Local inranet
gl start| #Joan Callahan - Inbos - Lot | []DMR eSDR: [Contiac... EIESDR Manual Layout - Mi RYE NHET 11208

= | =~ |
I T e the SDR
= w2 ==l [ =l =] [ =l pattern

D orig.0  |Movear | 2™ | contractProgram Status | Date Comments | Action —
MosYear /

=) SDR: 5338 22002 3168 - DAYS O |« view || |

2) SDR:8319 22002 3168 - DAYS O |szvzm

Payment Vouchers for
Unit Rate Contracts can
be created 2 ways.

1. You can

Create an SDR

and then click
uick PV in

screen

OR

2. After an SDRis
created you can
return to your
Contract Details
Screen and click
on Create PV
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A DMR eSDR: [Create PV - Step 1] -
J Eile

icrosoft Internet Explorer

[_[=]x]

Edt “iew Favoites Toolz Help

Jﬁgdress I@ hittp:/fdmintsdrtest/provider/pyCreatel.asp j &G “ Links >

r And then

Eﬂ' ESDER choose the
/ ELECTRONIC SERVICE DELIVERY REPOR’

Month/Year
Home | Review | Providers | Contracts | Billed Contracks | Alerts | Reports | Change Status from the LiSt
Suppott | Search | MMARS Queue | Submitted MMARS | Details: 200351 | Account | Logout

for the
Payment
Voucher

Choose the month and the vear for the PY yvou are creating.

When you're ready to prepare the preliminary PY, click "MNext" Cancel | Next ==

Click on Next
to continue or
Cancel

¥
il | »
|@ Done

l_l_l & Local intranet
g Start| 8 Joan Calahan - Inbos - Lot | [E1DMR eSDR: [Create | EHJESDR Manal Layoul - M. R NHED 200pu

The PV Header will
appear and show the
crosoft Internet Explorer HEE SDR # attaChed to PV
Edt “iew Favoites Toolz Help and the Status_

A DMR eSDR: [Create PV - Step 2] -
J Eile

| Address [@]1 hiip://dmintsdtest/provider/pCreate2. asp ?auick =tushg=6/5/2002%2011:23 50%204M =] @t ||Liks >

_ =
/ ELECTRONIC SERVICE DELIVERY REPOR"

Home | Review | Providers | Contracts | Billed Contracks | Alerts | Reports | Change Status

Suppott | Search | MMARS Queue | Submitted MMARS | Details: 200351 | Account | Logout

DMR Region C Administrator

The Vendor
Create Payment Youcher for Contract Refe rence
Step 2 - ¥erify SDRs and Submit Required Information
ID Date Created Number mUSt be
$)SDRE3NG | 6130/2002 [s] Completed with a
Unique Number

“endor reference numher:

assigned
Motes/Comments [Optional]:
v =
C1ou can atways rernove ne ADRs fom i Py ate s createc). _Concel | _Next - |
il | » <
|@ l_l_l"l Local intrangt
g Start| 8 Joan Calahan - Inbos - Lot | [E1DMR g58R: [Create | EHJESDR Manal Layoul - M. R G NHED 112880 Click on
Next to
You may type in 4 continue
Comments on or cancel
the PV Header
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a DMR eSDH: [DMR - PY Details for PY #995] - Microsoft Internet Explorer

J File  Edit “iew Favortes Tools  Help | The PV Detail Screen
| dhess [&] b rcrintschtest o/ pdetalls2. asp Ppuid=335 =] @io [|Links > resembles the MMARS

ST Payment Voucher completed
D m .
ELECTR_OjN-T—(g SERVICE DELIVERY REPOR' by the provider

-

=
=5

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status

DMR Region C Administrator

Support | Search | MMARS Queue | Submitted MMARS | Details: 200351 | Account | Logout

$)PY Details for PY #995 Note | &2;[_Printable Version |
PY¥ Header
PV Number Date Contract Monthi¥ear | Fiscal Year J::‘asl Amount
PYDMR22002131156 | 6/5/2003 | 220351 a0z | 2002 93 497271
Horace qun_ Educational Associates T h e u p pe r h a |f Of
— 101 Constitution Blvd Unit B Vendor
Prowder: Franklin, MAN2033 Code: | 423000740005 the PV includes all
508 528 8635
Ref Doc ID Vendor Reference Number th e P rOV| d er
SCOMRZ2002200351 [This is & Unique Number for Each Py |nformat|on’ un |t
Vendor Certification \t
otals and total
Mot Certified
|&] Dane

| T the # Units on the
gffistaut| # Joan Colahan -Inbos - Lot |[&]DMR €SDR: IDMR - ... | FESDR Manual Layout - i [CRW < NI 11:23 0 SDR
3 DMR eSDR: [DMR - P¥ Details for PV #995] - Microsoft Internet Explorer -
J File Edt 'iew Favoites Toolz Help

J Address I@ hittp:/ fdmintsdrtestsdmrdpredetails2. asp?pvid=995

Mot Certified

Update Details

The Lower half of
the PV includes
the SDR
information, which
can be Edited or
Removed, and the
/MMARS

information.
Ref CRS Line |Approp Prog |DOS Rate

P¥ Lineitems

E) SDR #8319: Service Rendered 2/2002 - Program 3168 (DAYS)

Original )
Month/Year Date Created Status Lines

[Edit] [Remove]

Original ID

Line |Rate Total Units Amount

01 §A2.35 78 $4,676.25
2rz002 513002002 SUBM 0 $16.47 3 $296.45

SCDMR22002200351 01 59202025 3Med | 2M-2iz28r2002 $68.13| $4676.25

SCOMR22002200351 04 A9202028 368 | 21-228r2002 F16.47

§206 46

Submit PY¥ to DMR

f - The Split button is a
4

Eloes f BT feature for DMR only.
g start| 8 Joan Callahan - Inbos- Lot |[Z]DMR eSDR: [DMR -/ BESDR Manual Layout - bi.. |RGY NHET 11:290m

Once the PV is completed, you can Submit
the PV to DMR, which will change the status

from Incomplete (I,INCP) to Submitted
(S,SUBM)
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3 DMR ePY: [Submit PY¥ #995 to DMR] - Microsoft Internet Explorer

J File  Edt “iew Favortes Tools Help

J Addiess I@ hittp:/ Adrrntsdrtest! provider/vendorcent. asp

] @Ba [|Links >
|

SEIDIN

ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status

DMR Region C Administrator

Support | Search | MMARS Queue | Submitted MMARS | Details: 200351 | Account | Logout

Submit PY #995 to DMR

¥endor Certification

| certify that the goods were shipped ot the sewvices rendered as setforth on the Py

Submit PY Cancel |

¥
1] | 3
|@ Dane

’7 ’7 Local intranet
gl Start| M Joan Calahan - Inbox -Lot.| [ £ DMR ePV: [Submit P ET1ESDR Manual Layout - M. RGN AR 113040

-3 DMR ePVY: [Submit PV # to DMR] - Microsoft Internet Explorer

J File Edt “iew Favortes Tools Help

| Address [ ] hitp: sdmintsditest/providersubmiP.asp?action=previewkprid=935

] @Ba ||Liks
=

DL

ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status

DMR Region C Administrator

Support | Search | MMARS Queue | Submitted MMARS | Details: 200351 | Account | Logo:t
Submit PY¥ #995 to DMR

Final Step Before Submission

Are you sure you want to subimit PY #5895 to DMR?

Click"5ubmit' to send the PV to DMR.

Cancel Submit |

4 | 5
|@ Done

’_’_"ﬂ Local intranet
i Start| #Joan Callahan - Inbos - Lot | [21DMR ePV: [Submit P EI]ESDRA Manual Layout - Mi RPN HART 13080

You will receive a
message “l certify
that the goods
were shipped or
services rendered
as set forth on the
PV”.

Click on
Submit PV to
continue or
Cancel

You will be
asked again
whether you wish
to Submit the PV
to DMR

Click on
Submit to
continue
or Cancel
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3 DMR eP¥Y: [Submit P¥ # to DMR] - Microsoft Internet Explorer

J File  Edt “iew Favortes Tools Help

J Addiess I@ hittp:/ Admimtsdrtest/provider/submitFy, asp

] @Ba [|Links >

, _ ou will receive a
m ESDR
j E

LECTRONIC SERVICE DELIVERY REPOR’ meSSage that nOW Says
”

_ : . PV # has been

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status

DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Details: 200351 | Account | Logout SuU cceSSfu I Iy se nt tO

DMR”

Submit PY #995 to DMR
PY¥ Submitted

PV #8995 has been successfully sentto DMR.

_/) Beturn to Your Confracts List \

You may return to

your Contracts List

to complete additional
SDRs or select

|

- another option from
|@ Dane

[ [ |58 Local riienet the Menu Bar
g Start| | #Joan Callahan - Inbos -Lot..| [£1DMR ePV: [Submit P | ETESDR, Manual Layout - .. RGN AR 113040

A DMR e5DR: [Contract Details] - Microsoft Intemet Explorer

J File  Edit Miew Favortes Tool:  Help

J Address I@ hittp: Adrntsdrtest/provider/contractdetails. asp?eid=H30kcontract=200351 Efy=20024provid=100

|
j & Go “Llnks >

Ll d

LECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status

Support | Search | MMARS Queue | Submitted MMARS | Details: 200351 | Account | Logout

You can return to
the Contract Details
and see the Status
of the PV and SDR

ContractProgram

Status | Date | Comments | Action

has been changed
) org , to S for Submitted
(1] Orig. ID | MoiYear Monear ContractProgram | Status | Date Comi Action
B Py o9g -
v DMRZI0021341 55 2i2002 200351 © |esnn View
£) SDR-0319 22002 3168 - DAYS ['s BEEEENI View

I Helmbursement P ;

<

. uill
&

,_,_E"g Local intranet
i@ Start| #) Joan Calahan -Inbox - Lot..| [£]DMR eSDR: [Contrac... EESDA Manual Layout - Mi.. R NMET) 231 P
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B.Create a PV for Cost Reimbursement Contracts

3 DMR eSDR: [Contract Details] - Microsoft Internet Explorer

Edit “iew Favortes Tool:  Help

|

KR

LECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status
DMR Region C Administrator

Support | Search | MMARS Queue | Submitted MMARS | Details: 220312 | Account | Logout

Contract Details for Contract 220312 as Provider Southern Worcester County ARC (#106)
SDRs, 0OBs and UBs

_ Orig.
D Orig.ID | Moifear | oo | ContractiProgram Status | Date

1142001 3175 - HOUR O |02

Comments | Action

Edit I Delete

=) SDR: 4780

ContractProgram | Status | Date | Comments | Action

<

. uill
&

,_,_E"g Local intranet
i@ Start| #) Joan Calahan -Inbox - Lot..| [£]DMR eSDR: [Contrac... EESDA Manual Layout - Mi.. RE G NHET) 1:3984

MR e5DR: [Create Cost Reimbursement - Step 1] - Microsoft Internet Explorer

J File Edit 'iew Fawortes Tools Help

JA_ddress I@ hittp:fdminteditest/provider/oiCreate. asp j @ fio “ Links *
[ |

L

LECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracks | Alerts | Reports | Change Status

DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Details: 220312 | Account | Logout

Create Cost Reimbursement for Contract 220312
Step 1 - Choose Month and Year

Month INovember, 2001 =

Chooge the month and the year forthe Cost Reimbureerment you are creating.
When you'te ready to choose the Program, click "Mesxt."

Cancel I

e
<| | »
|@ Done

,_,_E'g Local intranet
iR Stant| ) Joan Calahan -Inbos Lot |[ZTDMR <5DR: [Create .. | ET1ESDR Manual Layout i (R NHAEIT) 1141 a0

Payment Vouchers for
Cost Reimbursement
Contracts can only be
created in the Contract
Details Screen

Once an SDR is created
return to the Contract
Details Screen and click
Create Cost
Reimbursement PV

Choose the
Month/Year from
the List for the
Payment Voucher

Click on Next
to continue or
Cancel
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A DMR eSDR: [Create PV - Step 2] - Microsoft Internet Explorer [_T&]x]
J File Edit “iew Favortes Tool: Help

J Address I@ hitp:/Admntsdrtest/provider/crCreate1b.asp

j & Go “Llnks >

El
=V I -
- ESDR
/ ELECTRONIC SERVICE DELIVERY REPOR"

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status

DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Details: 220312 | Account | Logout

Create Cost Reimbursement for Contract

Step 2 - Yerify SDRs and Submit Required Information

SDR # Date Created Status
=) 4760 32112002 (1)

Units

5460

‘“endor reference numher:

This is & Unigque Nurber also|

Motes/Comments [Optionall:

B

Click "Mext" to create the cost reimbursement with the SDRs listed,

Cancel I Next ==

<

'_ '_ |E'g Local intratet
RGP NHET) 114380

iiﬁlalll !Juan Callahan - Inbox - Lat. “

R eSDR: [Create ... F]ESDA Manual Layout - Mi..

You may type in
Comments on

the PV

Header

The PV Header will
appear and show the
SDR # attached to PV
and the status.

T
|@ Done

3 DMR eSDR: [DMR - P¥Y Details for PV #997] - Microsoft Internet Explorer
J File Edt “iew Favoites Toolz Help |
Jﬁgdress I@ http:/ Admintedrtest/provider/crCreate2. asp?pvid=397 j ﬁ[iu “ Links >
= P =]
/ ELECTRONIC SERVICE DELIVERY REPOR’
Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status
DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Details: 220312 | Account | Logout
$) P¥ Details for P¥ #997 Note Payroll Summary | Printable ¥ersion |
P¥ Header
PV Contract Month¥ear | FSCal Total Units Amount
PYDMR222021 33156 | 220912 11012001 | 2002 1 50,00~
Southern Worcester County ARC
S 5 Case StiPOB BB .
Provider: Southbridge, MA 01550 Vendor Code: 0423115710000
508 764 4085 o
Ref Doc ID |Vem:|nr Reference Number
SCOMR22202220312 IThis is & Unigque Mumberalso
Vendor Certification
Mot Getified
— Cost Reimbursement I Submit PY to DMR I Update Details _ _ILI
4 ‘ »
i1

g Start| ) Joan Calahn - Inbos - Lot | [E1DMR e5DR: DMR -

,_ ,_ [T Local intranet

BIESDR Marual L3

R NHEID 1140

The Vendor
Reference
Number must be
completed with a
Unique Number
assigned

Click on
Next to
continue
or Cancel

The PV Details will
look different from
a Unit Rate PV

There is no Unit
Rate for Cost

— Reimbursement

Contracts, so the
Total Amount is $0
to begin

Click on Cost
Reimbursement to
continue
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MR eSDR: [DMA - Cost Reimbursement] - Microsoft Internet Explorer

J ile  Edt Wiew Fawvortes Toolz Help

|
=] @0 [|Liks »

J Address I@ hittp:/Admntsdrtest/provider/crCreate3. asp Pprid=99 7 newline=te

B

/ ELECTRONIC SERVICE DELIVERY REPOR"

Home | Review | Providers | Contracts | Billed Contracks | Alerts | Reports | Change Status

Support | Search | MMARS Queue | Submitted MMARS | Details: 220312 | Account | Logout

DMR Region C Administrator

€R Cost Reimbursement for 220312
Cost Reimbursement Header

Budget

006 Edit

061 Edit

Click "Edit" to enter cost reimbursement.
Click *Back to sxit. [Bak |

=
4 | »
|@ Done ,_,_E'g Local intranet
i#A Start| | #Joan Calshan -Inbox Lot |[Z]0MR eSDR: [DMA - | BF)ESDA Manual Layout - i (R NHAEIT 11:458m

3 DMR eSDR: [DMR - Cost Reimbursement for PY #8] - Microsoft Internet Explorer

J i Edt “iew Favoites Toolz Help

|
j &G “Llnks >

ELECTRONIC SERVICE DELIVERY REPOR 2

JdedrESSI@ hittp:/fdmintsdrtest! provider/orCreated. aspPhudget=006%pwid=397Emanpyid=236

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status
Support | Search | MMARS Queue | Submitted MMARS | Details: 220312 | Account | Logout

DMR Region C Administrator

CR Cost Reimbursement for 220312

st Reimburs nt Header

J h .S [ i
|@] Daone ,_,_E'g LﬂcaWnat
iﬁﬁlalll !Juan Callahan - Inbox - Lat. ”@DMR eSDR: [DMR - ESDH Manual Layout - Mi... ‘@E@EN%@ 1:47 &AM

You will now see the
number of Budgets
associated with this
contract

Choose a
Budget
and click
on Edit to

rontiniia

You are now at the
Budget page, which
shows Budget amount
and Expenditures

Code Description Encumbrance |YTD Expenditures |Balance Amount Proj. Balance
131 | Case WorkenMGR-MA $3.276.00 $2417.98 | 505812 [gf50D |5 @531z
13 [Dcips $5,476.00 $2131.55 | $3,344.45 le‘;s 3334.45
180 | Payroll Taxes $1,750.00 $116667 | 558333 |gf500 $m~\\
151 | Fringe Benefts $1575.00 sros000|  ss2s00 o |8 525
212 | Provision of Material Goods/Senices $14,000.00 $11532.44 | $246756 g | |5 246758
410 | Agency Admin Suppor Alla: $4,306.95 3287131 | 9143565 (¢ |5 143565

Enter the amount of each
category of expenditure
for this PV

When complete. Click
on Update for data to
be accepted

Page 49 of 85



MR eS5DR: [DMR - Cost Reimbursement for PY #8] - Microsoft Internet Explorer

J File Edt “iew Favoites Toolz Help

Jﬁgdress I@ hittp:/fdmintsdrtest/ provider/orCreated. asp j &G “ Links >

SIS =l
ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracks | Alerts | Reports | Change Status
DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Details: 220312 | Account | Logout A MeSSage W|"
CR Cost Reimbursement for 220312 Update Successfull '\ appear tO Inform
T Pt
Code Description Encumbrance | YTD Expenditures |Balance Amount Proj. Balance
Update was
11 Case WorketMGR-MA $3.276.00 $2.417.88 $656.12 | g5 5 g53.12
Successful
136 D.CIPE.I $5.476.00 $213155 | $3344.45 [g[10 5 333445
150 Payroll Taxes $1.760.00 $1.166.67 $503.33 | 4|55 5 528.33
151 Fringe Benefits $1,575.00 $1.060.00 $525.00 | g 5 525
212 Provision of Matetial Goods/Sendces $14,000.00 $11.632.44 | $2.467.56 |y $ 2467.56
410 Agency Admin Support Alloc $4,306.98 $2.871.31 | $1.43565 |g § 143565
-} Click on Back to

) &I%_I r/// return to next

|@] Daone [ [ [5% Local intranet Budget
iﬁﬁlalll !Juan Callahan - Inbox - Lat. ”@DMR eSDR: [DMRB - ESDH Manual Layout - Mi... ‘@U@EN%@% 11:47 AW

MR eSDR: [DMR - Cost Reimbursement] - Microsoft Internet Explorer

J File Edit Miew Favortes Tool:  Help

| Address [@1 hiip:/ dmntsdtest/provider/ciCreate3.asp ?pvid=G5Thnenine=fals =] @t |j Links »

[

/ ELECTRONIC SERVICE DELIVERY REPOR"
choose another

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status

DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Details: 220312 | Account | Logout BUdget to Ed It
€R Cost Reimbursement for 220312 /Or C“Ck On
Cost Reimbursement Header

Back to return
Budget

006 _Ede | to PV
051 Edit

Click "Edit" to enter cost reimbursement.
Click"Back’ to exit. [Bak |

4 | _>l_I
|&1 Done [ [T Localintranet
i@ Start| #) Joan Calahan -Inbox - Lot..| [£]0MR eSDR: [DMR - . E]ESDA Manual Layout - Mi.. R NHET) 108

Page 50 of 85



3 DMR e5DR: [DMR - PV Details for P¥ #997] - Microsoft Internet E xplorer

J File Edt “iew Favortes Tools Help

| Address [@] hitp: sdmmtsdtest/provider crCreate? asp ype=CRbpvid=397 =] @t |j Links *
Ref Doc ID |Vem:|nr Reference Number &
SCDMR22202220312 This is & Unigue Mumber also

Vendor Certification
Mot Cetified

Cost Reimbursement Submit P¥ to DMR Update Details

Cost Reimbursement Lineitems

3_") Manual #236: Manual Lineitem {01}

Description Date Created Total Units

Cost Reimbursement BIS/2002 11:47:27 AN 1

Approp
58208000

|

| 5
&7 Dane [ [ [5% Local inanet
g Start| #Joan Callahan - Inbos - Lot | [21DMR eSDR: [DMR - | EI]ESDA Manual Layout - Mi RY L NHET 11508

-3 DMR ePV: [Submit PV #3997 to DMR] - Microsolt Internet Explorer

J File  Edt “iew Favortes Tools  Help ‘

| Addiess [ &7 hitp:/dmmtsdrtest/providersvendorcert.asp -] @6 |J Links *

Now the PV shows
the Dollar amount
that was entered in
the Budget sections
for the Cost
Reimbursement

You will also see the
SDR attached to the
Cost reimbursement
PV

|

ED DR

ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status
DMR Region C Administrator

Support | Search | MMARS Queue | Submitted MMARS | Details: 220312 | Account | Logout

Submit P¥ #997 to DMR

¥endor Certification

This information is subritted in accordance with the rules and regulations of the Departrnent of Mental Retardation
regarding allowable costs and that the otiginal records of receipt and payment are on file at the corporate office

| certify that the goods were shipped or the sewvices rendered as setforth on the Py

Submit PV Cancel |

-
| | 3
&7 Dane [ [ [5% Local inranet
iﬁﬁlalll !Jnan Callshan - Inbio - Lat. I @DMH ePV: [Submit P... @ESDH Manual Layaut - Mi ‘@BQ}N %@% 11:50 &

Submit
\ PV to

This screen will certify
that the services were
delivered.

Click

continue
ar Cancal
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3 DMR eP¥Y: [Submit P¥ # to DMR] - Microsoft Internet Explorer

J File  Edt “iew Favortes Tools Help

J Addiess I@ hittp: /#dmrntsdrtest/ provider Asubmit', asp?action=previewkpvid=937

] @Ba [|Links >

=]
_ -
m ECSD R,
/ ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status

DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Details: 220312 | Account | Logout

Submit PY #997 to DMR

Final Step Before Submission

Are you sure you want to subimit PV #3897 to DMR?

Click"Submit' to send the P to DMR.

Cancel Submit I

¥
1] | 3
|@ Dane

’7 ’7 Elg Local intranet
g Start| | #Joan Callahan - Inbos -Lot..| [£1DMR ePV: [Submit P | ETESDR, Manual Layout - .. RWG N AR 11:504M

You are asked
again whether you
want to Submit PV
to DMR

Click
Submit to
continue
or Cancel
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9. Reports

Following eSDR data entry you may select many reports available to check entries and
print reports for files.

; DMR eSDR: [DMR Administrator Home] - Microsoft Internet Explorer

File Edt View Favontes Toolz  Help |
T S | | A G S Zif
Back Forard Stop  Refresh Home Search Favorites  History Pririt E dit Discuzs

Address I@ hitps:# v, eedr. dror. state. ma. usAdmrddriradmin.asp j @ Go | Links *

Wyﬁ Click on

ELECTRONIC SERVICE DELIVERY REFOR’

Reports
Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Opt|on from
DMR Region C Administrator MMARS Queue | Submitted MMARS | Account | Logout Menu Bar

DMR Contract Administration

Choose an Administrative Task

\915) Reviewy Your Payment Youchers (PYsh and associated Service Delivery Reports (SDRS)

§) Feview Vour Payment Youchers (PYs)

=) Review Your Service Delivery Reports (SDRS)

& Your Redion's Providers

) Your Redion's Cantracts

) ¥our Redion's Cammited Transactian

« | _'l_l
i€l [ 5 [ intemet
iiﬁtalll !Laurie Robert - &l Docume...”@ DMAB e5DR: [DMR A... ESDFI Manual Layout - Mi... | |%N Eﬂ(ﬂ%@g E 5:56 Ak
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There are 12 Report options currently available. Click on Parameters button for desired

option.

; https: / fwww_esdr.dmr.state.ma_us/Reports/main.asp - Microzoft Internet Explorer

File Wiew  Favortes Help ‘ iE
@ o=+ 9 W a @ g |
Back e Stop  Refrash  Home Search Favortes  History Pririt Edit Dizcuss
Address IE hittps: £ v exdr drr state. ma. us/Feports/main. asp \ j ﬁ Go | Links **
REFIOT T LESLTIFTT Pa*meters ﬂ
1 Billable Units Repart Pravider Units J
2 By Group Codes Repaort By Group Codes J
3 Consumer Units Report Consumer Units J
4 Contract Amount Report Contract Amount J
|} Modifications Report Modifications J
B HNot valid SDRs Report Walidate SDR Time J
7 PVs Repott PVs | |
8 Rates Report Rates J
g SDR Status Repart SDR Status J
10 SDRs Report SDR totals J
11 UnBillable Units Report Provider UnBillahle Units J
12 User Information Details on Users J
Selectthe report vou want to run by pressing the 'Enter Parameters' button nesxt to that report. .
You will then be prompted to enter parameters for the repaort vou choose. Cancel | | _Ij
4 »
|@ I_I_E|Q Internet

ﬂ Staltl ‘! Laurie Robert - All Docume...l I@ https://www esdr.dmr___ @ ESDR Manual Layout - Mi... |

Note: This screen has been altered to show all report options.

ONMAGRWE 048
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Enter Fiscal Year, Contract #, Status Code: SUBM, REVD or APPR, Start Service date and End
Service Date.

3 https:/ fwww_esdr dmr_state.ma_us/Beports/RBpParameters_asp - Microsoft Intemet Explorer

File  Edit Wiew Favontes Tools Help |

=80 AT BNE= R :
Back Fonward Stop  Refresh  Home Search Favontes  Higtory Frint it Digcuss
Address I@ hittps: Aemaney, ezdr, dror, state. ma, ue/Reports/ApParameters. azp j ﬁGo | Links **

-

ES DR

ELECTRONIC SERVICE DELIVERY REFOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

DMR Region C Administrator MMARS Queue | Submitted MMARS | Account | Logout

Enter Parameters
eSDR Reports for DMR Region C Administrator

Step 2 - Enter Parameters for report Billable Units

Fiscal Year: |EDD2
Contract: 1203M .

| Click on
Status Code: |Subm Submit for
Start Service Date: rrmz & —| Report or
End Senvice Date: [przerzonz | % cancel if no

longer
Cancel | _,,ll desired.

|&] Done l_ l_ E |4 Internet
iiﬁtalll ! Laurie Fobert - &ll Docume...l I@ https: /fwww.esdr.dmr... ESDFI Manual Layout - Mi... | |‘%} N Eﬂ(ﬂ%@g E 311 Abd

3 https: /www_esdr.dmr. state. ma.us/Reports/RpParameters. asp - Microsoft Intemnet Explorer

File Edit “iew Favortes Toolz Help |

oL D AR RE .

Back Earnmarnd Stop Refresh Home Search Favortes  History Print Edlit Discussz
Address I@ hittps: A Awa, esdr. drr.state. ma. us/R eports /R pParameters. asp j 6’60 | Links >*
-

ES DR

ELECTRONIC SERVICE DELIVERY REPOR"
ey [ o e TF If you are unsure

DMR Region C Administrator MMARS Queue | Submitted MMA Imlw / Of the Start and

End Service a

<<| <| Today | > |>>
Enter Par .
eSDR Reports for DMR Region C Admini SulMo|TulwWe|Th| Fr Calendar OptIOn

Step 2 - Enter Parameters for report 3 [} 1 =

Attt is available.

Fiscal Year: IZEIEIZ A0 (11 (121314 [15]16 DateS Se|eCted
17118119 (|20(21(22[23
Contract [20301 24252627 | 28] are loaded to the
Status Code: Isubrn approprlate
Start Service Date: [z 7200z & fields.
End Service Date: [erzsmnnz | @
‘_ o [ B
@ Dore B

= 1] Slalll ‘! Laurie Raobert - All Do...I @ https://www.esdr.dm...l @ ESDF Manual Layou...l I@Javaﬁcripl Calen_. |% N 35(?]5@2@ @ 914 AM
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File Edit Yiew Favoites Tools Help

T

. ¢t
Back Farvard Stop  Refresh  Home

Search Favorites

=)

Histary

Print

Edit

Discuss

Addiess [&] hitps: /Fwn. esd dr state. ma,us/Fleports/Fleportasp

j @ Go ‘L\nks &

H
Report Billable Tnits. ERROR: -2147217871 Timeout expired
Back <<
H

&) Done

i Start || & https://www. esdr.dmr... | F]ESDR Manual Layout - i

I = Y
ONHG RYE z298m
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10.DMR Status Change Process

¢ Providers Creates SDR or SDR/PV
¢ Provider SUBMITS (“S” status) SDR or SDR/PV to DMR

e DMR checks Review Screen for recently submitted SDRs or
SDR/PVs in status “S”

¢ DMR Reviews SDR or SDR/PV for data entry, unit rates, and
other appropriate data validation

¢ Upon Review, DMR changes status of SDR or SDR/PV from
status “S” to

. status “R” (Review) if transaction is satisfactory or

. status “I” (Incomplete) if transaction is not satisfactory

¢ |If transaction status is changed to “R”, SDR or SDR/PV will be
forwarded to MMARS* for Provider payment and the DMR Waiver
Billing program for Federal reimbursement.

+ [f transaction status is changed to “I”, SDR or SDR/PV will be
returned to Provider for correction and resubmission to DMR

+ After SDR or SDR/PV transactions have been changed to “R”,
DMR must change the status to “A” (Approved) verifying that the
services have been delivered by the Provider to the consumers

* System generated Alerts will be sent to Providerss/DMR when
the status of any transaction is changed

* Note: Module within eSDR to submit payments to MMARS is
currently being developed




11. Helpful Hints for easy data entry

<3 DMR eSDR: [Edit SDR: #5754] - Microsoft Internet Explorer

J File Edit “iew Favortes Tools Help |JLinks >

Jﬂgdless I@ http: //esdr dror. state. ma.us Aprovider/sdr. asp Pedrid=5754 j @Go
[¢-» Q0A QuI|IE

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

DMR Region C Administrator MMARS Queue | Submitted MMARS | Details: 110357 | Account | Logout

Z)SDR#: 5754  Contract 110357 - 3176 (HOUR) IFiIter =% 'I Codes |

Page: Mof-' Check Al Uncheck Al JULY - 2001

- FrvAn (01) $16.20 TII2000 - 47572002 Lnits:
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

Provider: Berkshire County ARC Count: 89

Mo attendance yet
- I_I MELAMIE {013 §16.80 & SSN:I—I TI/2000 - 4/5/2002 Units: Edill
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30
Mo asttendance yet =7
4 | »
Su Mo Tu e Th Fr Sa
Appl
[ [= of [H of [E of [ of [ of [ of [t
sl T o TE o [TE «f TE o TEH o TEH « & Al
o [E [ [ o [H [ & o [ =[ [H =l [ _cea |
[ [ = 2 [TE 2 [E 26 [E [ [E 2] [E 22 [ _rattern
29' I =1 30' I =l 31 I_Ij GQuick P\I"l
Unit Count:.0 3)Legend
Total Units = 0 [DMRSY 3] - 47872002 12:25:22 PM
& l_’_|@ Inkernet

@ Start| M Renae Jenkins -.| [B]Microsoft Acces. | [21DMR eSDR: . @]Document2 - Mi..| BlMicrosat Office .| T8I N T 1247 P

To enter services on the Calendar, you can:

1. Place a check mark in the box next to the consumer’s name;
a. fill in days of service
b. click on the APPLY Button; or
2. Click on the EDIT Button next the to the consumer’s name.
a. fill in days of service
b. click on the APPLY Button; or
3. If there’s more than one consumer with the same attendance pattern, you can

use the PATTERN button
a. Select either 7 Days a Week or Monday through Friday
b. Select Code

C. Type in Units (which in most cases will be the number one (1)

d. Click on APPLY. The attendance will apply to only the consumers
you have selected in the steps outlined above;

e. You can also apply the same attendance to all consumers by

following Steps 3a-3c, Click on ALL and then Click on APPLY.
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Helpful Hint:If a consumer's attendance record is completed and you find another
consumer with the same attendance record, you can 'COPY' and 'APPLY' the
attendance record to another consumer by:

1. Select the attendance record you want to copy by clicking on the EDIT
Button next to the consumer's name. The attendance record will appear.

2. Unselect consumer by unchecking the box next to his name.

3. Select the consumer(s) you want the attendance to apply to, by clicking
the box next to the consumer(s) name. Select as many as you like.

4. Click on Apply. The same attendance should be the same for all

consumer(s) you have selected to apply the particular pattern to.

To go back to the Entire Consumer List, Click on CALENDAR button. You will be able
to proceed with other options, such as:

a. EDIT consumer’s attendance;
b. SUBMIT SDR; or
C. Proceed with other options listed on the Blue Menu Bar.

*Note*: Once you ‘Create SDR’, there is no need to ‘Save’ the SDR. The eSDR
application saves your entry automatically! If there’s a power outage, or you forget to
shutdown your computer, you will be able to retrieve the SDR you were working on by:

a. On the blue Menu Bar, click on Contracts, search for Contract #,
then click on View Details. The SDR you were working on should show up on the
screen.

QUICK TIP: Once you have entered an attendance, the previous attendance record
might be displayed, you can clear the attendance calendar by:

1. First, make sure no consumers are checked (click on UNCHECK ALL Button),
Click on CLEAR BUTTON, AND APPLY BUTTON. This will delete all attendance in the
Calendar section and not delete any attendance you have entered for any consumers in
the top section of the screen.

2. Please Note: If you fail to uncheck all consumers, the attendance will be deleted
for all consumers!

Note: When entering services in the attendance calendar section of the eSDR
application, when using the unbillable codes, such as, S, H, V, U, etc., you will have to
place a value of ‘1’ in the calendar in order for the Code(s) to stay visible in the
application.
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12. Other Topics

A. Adding attendance for a new consumer on an
incomplete SDR.

3 DMR eSDR: [Contract Detailz] - Microsoft Internet Explorer
J File Edit “iew Favoritez Toolz Help |

Back Pt and Stop Fiefresh Home Search Farvorites Higtory

]4=.->,@{.%‘@@®‘ »

Jﬁddress I@ http:/ ferash: 8090/ provider/ contractdetails. asp? cid=56858contract=21 034 0éfy=200 Fprovid=100 j PGD

=

- &
E / ELECTRONIC SERVICE DELIVERY REPOR®

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Details: 210340 | Account | Logout

Contract Details for Contract 210340 as Provider Horace Mann Educational Associates {(#100)

SDRs, OBs and UBs

ID Orig. ID | Mo/Year Slggéear Contract/Program Status | Date Comments | Action

=) SDR: 11518 712002 3153- BDDY O |0z Edit | Delete |

1D Orig. ID MoYear Orig. Contract/Program | Status | Date | Comments | Action
Mo/Year

) T Cronte Gusi fslmburszment Y cR
-
4] | _’l_l
|@ I_I_E‘j Local intranet
i Start | BH)ESDR Manual Layout -Mi.. | #) Joan Callshan - Inbox -Lot..|[&1DMR eSDA: [Contrac... (RE NHACIT 1212PM

Go to Contract Details and Find the Incomplete SDR for Contract
and Month

Click on Edit to proceed to calendar

Search for new consumer and click Edit to update the Calendar.
Follow instructions for Editing a consumer’s calendar.

When complete, click on Quick PV to create Unit Rate PV
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B. Printing a screen

MR eSDR: [Contracts] - Microsoft Internet Explorer

J File Edit “iew Favortes Toolz Help |
& . os 9 Al a d 9 = ?
Back Farward Stop Refresh Home Search Favanites Histany Print

JAQIdleSS I@ http: /4 crash: 8090/ provider/contracts. asp j ﬁﬁo |J Links **

- 4
2 / ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status

DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Account | Logout

Contracts List for DMR Region C Administrator (Entire Region C)

1 000385 Advocates Inc 2002 C ¥iew Details |
2 ;) DDOBBI Best Buddies Int! 2002 C ¥iew Details |
3 .2 DOOINT Msa Wendar 2002 c ¥iew Details |
4 .2 000MSO Special Olympics Mass 2002 c Yiew Details |
5 ) 000SSS South Shore Support Svs Inc 2002 o] Yiew Details |
B _2) DOMARC ARC Massachusetts 2002 c ¥iew Details |
7 .2 100301 Association For Comm Living 2002 1 ¥iew Details |
| 8 .2 100304 Gentiva Health Services (LS4 2002 1 ¥iew Details | I _Ij
{ »
(5 [ [ ™ lecalinwanet

4R Slaltl !Joan Callahan - Inba... | MicrosoftAccess - [Cl @ESDH  anual La}lou...ll@DMH eSDR: [Co... |@E<}]§N %@% 10:39 AM

Open a new Word Document
Hit the PrtScn key on your keyboard
Hit the Ctrl and V key on your keyboard

You may resize the screen by clicking on the object and dragging the corners to fit the
page
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C. Using Alerts

1. Receiving Alerts

[_[=]x]

J Alerts - Microsoft Internet Explorer

J File Edit Miew Favortes Tool:  Help

|
=] @io || Links

| Address [@1 hiip://crash 8030 /8lerts/Admin/Admindleits asp
& ELECTRONIC SERVICE DELIVERY REPOR

w. [ T T ey e ——

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status
Support | Search | MMARS Queue | Submitted MMARS | Account | Logout

DMR Region 1 Administrator

Provider Alerts for DMR Region 1 Administrator | Sorted by: Alert Priority & Alert Date

Create Alei

Alert ID Alert UserlD Alert Category Alert Priority Alert Date Text Delete
26438 173 @ HIGH Bi12/2002 Kathleen M. |
26430 173 @ HIGH Bi12/2002 Sandra dur. =l
26366 173 @ HIGH Bi11/2002 LABELLE, ... =l
26356 173 @ HIGH Bi11/2002 CHUNGLO, C.. =l
26346 173 @ HIGH 61172002 FERRER, D.... =
22110 173 @ MED LI 512312002 Owidio Col =l
22023 “ith, G & <]
21836 Comments: Qrvidio CDHE!ZD 500 #I:lDawd Frodema Soc # \asa not =l
:l'e not an list. Thanks
21891 ase not.. =

4 |
[ [T Localintranet
iiﬁlalll !Juan Callahan - Inba... | Ml:lusuf[ Access - [E...I @ESDH anual Layuu...”@hlelts - Microsoft... ‘@G@EN %@% 11:05 AM

|@ Done, but with erors on page

2. Creating Alerts

=) Create Manual Alert Form - Microsoft Intemnet Explorer

_[=]x]

J File  Edit Miew Favortes Tool:  Help

|
j & Go |JL|nks >

-

| Agaress [@] hiip:/crash 8090 A8lerts dmin/AdmindleitFomasp

_
/ ELECTRONIC SERVICE DELIVERY REPOR"

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status

Support | Search | MMARS Queue | Submitted MMARS | Account | Logout

DMR Region C Administrator

New Alert by DMR Region C Administrator

Complete the Form Below for Your Alert

Frovider Selection: | [Al [B1 €1 [O1 [E] [F] [G] [HL 0 £ [k L[] [T [O1 [P [Q) [R] 151 M (U] ] 0 )
Flease Select the first letter ofthe Provider who will receive the Alert.

Alert Catedory. | 4 Reminder @ | Confimed © | & Locate O |*, Respond € | @ information © | @warning €

Alert Priority: Pricirity -

Alert Message: ;I

|

Please rmake sure to propetly selectthe appropriate Alert

Submit Reset
Priority that correspondes to the nature of your message LILI

o | _’I_I
& ,_ ,_ |74 Local intranet
3| Slalll !Juan Callahan - Inba... | Microsoft Acoess - [E...I @ ESDR Manual Layuu...l I@ Create Manual Al... ‘@G QIE N %@% 1052 AM

1. Go to Alerts menu

2. You will see a list of Alerts
either sent automatically from
the eSDR application or
manually from a Provider or
Region

3. To view the message, put the
cursor over the Alert Text

4. You can delete the Alert
manually by clicking on Delete

5. Alerts will automatically be
deleted from the eSDR

annlicatinn after ANdave

1.Go to the Alerts Menu

2. Choose a Provider/Regional
office to contact

3. Select an Alert Category
4. Choose an Alert Priority

5. Type an Alert Message in the
box

6. Click on Submit to send or
Cancel
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D. Using Sort Codes

MR eSDR: [Contract Details] - Microsoft Internet Explorer

J<:=.='.>.@

Back Farward Stop Refresh Hame

@@@‘ ?

Search Favarites Histary Print
JA_ddress I@ ttp: /¥ crash: 8030/ provider/ contractdetails. asp ?eontract=1203268provname=Riverside- ndustrieskcid=2308fp=20028provid=1 SUj o Go “ Links **

] =
] -
/ ELECTRONIC SERVICE DELIVERY REPOR"

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status
Support | Search | MMARS Queue | Submitted MMARS | Account | Logout

DMR Region C Administrator

Contract Details for Contract 120326 as Provider Riverside Industries {(#130)
SDRs, OBs and UBs

Contract/Program Status | Date | Comments | Action

Contract/Program | Status | Date | Comments | Action

slfibursement P ;
=
<| | »
|@ ,_,_E'g Local intranet
i Start| | #hJoan Callahan .| FESDR Manual. [[7DMR eSDR:... | &]Cannot find ser | R NHEIT) taern

-3 http: //crash:8090/Provider/S ortCodes/Programs_asp?contract=120326%provid=130 - Microsoft Internet Explorer

J File  Edt “iew Favortes Tools  Help ‘

]@,»,@

Go to Contract
Details to enter
Sort Codes for
a Contract

Choose Create
Sort Codes

»
B Q Gad 3
Back Famward! Stop Refresh Home Search Fawvarites Histary Print
| Adress [] hitp. crash: 8090/ Provider/SolCodes /Programs. asp?eantiact=1 20326 provid=130 x| @6 |j Links *

|

-
8 / ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status

DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Account | Logout

Active Programs for Provider ID: 130 Under Contract: 120326

Programs
Program Code | Fiscal Year Program Code Name Senvice Unit Type Create Sort Codes
3168 2002 Ermployment Supports DAYE Set Codes
a7 2002 Blanket: Work Services DAYS Set Codes

3168 2001 Employment Supports DAY Set Codes
3196 2001 Transportation DAY Set Codes
3197 2001 Blanket Work Services DAY Set Codes

1 J i
|@ Done

[ [ [5% Local inranet
igfistart| #Joan Calahan - .| E1ESDR Manual . |[&] http:/7crash... & ]Cannotfind ser RYENHBT, 1.84P0

Choose the
Fiscal Year and
Program and
click on Set
Codes to
assign Sort
Codes

Page 63 of 85




3 eSDR: Set Codes for 120326 - Microsoft Internet Explorer

J File  Edit “iew Fawvorites Tool: Help |

j¢v»v@@‘@@®‘ >

Back Fonward Stop Fiefresh Home Search Faworites History Print

JAddIBSS I@ rovider/S ortCodes/Consumers. aspYSDRID =27545 artl_etter=n/akl nzert=Completedi.Contract umber=1 2D328&Fiscal‘(ear=2ﬂﬂ2j @GD |J Links **
M Departrent of Mertsl Retard=tion

DMR Region C Administrator

ELECTRONIC SERVICE DELIVERY REPOR4]

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status

Support | Search | MMARS Queue | Submitted MMARS | Details: 120326 | Account | Logout

Consumers associated with Contract: 120326 in Fiscal Year 2002 The sort codes were successfully updated.
Set Sort Codes: %%%%%E%ﬁ&%ﬁ%ﬁl
Consumer S5N Last Name: First Name: Group Indicator: Sort Code:

1. OLEWOLE DAVID - [F =l

2. CHARLES £ [F =

3 JAMES /|‘ [F =

4 LARRY / - [c =

5. DIEGO / r [c =

B. YOLANDA / r [c =

7. BRUCE r [c =

d| / | _>I_I
|@ ’_’_ _'~5l Local intranet
] Slarll !Joan Callahan | ESDH b anual ... ”@ eSDR: Set .. |@$(}]§N %@% 1:48 PM

@ Cannat find sey/..

1. Assign a letter from A-Z for certain groups of individuals

2. Click on Submit to set codes or Back to start over
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-3 DMR eSDR: [Edit SDR: #9521] - Microsoft Internet Explorer
J File  Edt “iew Favortes Tools  Help ‘

g = »
« . 0+ .9 7al Q Gad 4 =
Back Famward! Stop Refresh Home Search Fawvarites Histary Print
| £:ddress |@ hitp: /#crash: 8090/ providerfsdr. asp7sdiid=9521 ksortcode=F x| @6 |j Links *

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status |

DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Details: 120326 | Account | Logout

Contract 120326 - 3168 (DAYS) Filter By 'I Codes | Provider: Riverside Industries Count, 155

JULY - 2001 Nates || an | Fing IRecnrus-

OLEWOLE DAVID (01) §92.63 & S5N: 112001 - 61412002 Units: CSSE”F Edit

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30_31

SDR# 9521

5

Check Alljl Uncheck All

Mo sttenclance yet

- FAHLES(DW) $92 63 # SSN'I:l 70112000 - Br1 42002 Urits: CEEQF Edit
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 26 29 30 31 | ~
4 »

Su o Tu Yi'e Th Fr
L LR el T = e T2 ol [ 2 s T 2 ef [ = |
o [E o TEH o TE «[ T e TE = [TEH « [5H —2
w [ = el [ = wl [ el [ 5 wl [ 5 = [ = af [ 2| Cear |
m| [l ozl [ 2] [ Bl el [ 5wl [ 5 oz [ =l =] T =l paiterm
al [ E =« [E o« [TH Quick PY
Unit Count: 0 g)m
Total Units =10 [callahan] - 6/19/2002 1:43:03 PM
&7 Dane [ [ [5% Local inranet

igfistart| #Joan Calahan - .| E1ESDR Manual . |[E]DMR eSDR-_.. & ]Cannotfind ser RYE NHBT, 149P0

3 DMR e5DR: [Edit SDR: #9521] - Microsoft Internet Explorer
J File  Edt “iew Favortes Tools Help

]<=v->-@f§‘@@®‘ g

Back Famward! Stop Refresh Home: Search Favarites Histary Print.

| Address [ hitp: forashc 090/ providersdh. asp Tsdiid=3621 hsortoade=G x| @6o |j Links >

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status |

DMR Region C Adminigtrator Support | Search | MMARS Queue | Submitted MMARS | Details: 120326 | Account | Logout
Contract: 120326 - 3168 (DAYS) Filter By vl Codes | Provider: Riverside Industries Count 155

. check All[{uncheck All[| Submit JULY -2001 Notes || AN Find |Records
[ Fuwrrvon sozes geen[ | w000 11mizm Urits: oo

2 3 4 5 6 7 8 9 M0 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

=) 5DR# 9521

r
1

Mo attendance yet

. e Sort
r ID\EGO {01y §92.63 & SS\l Z11r2000- 61412002 Units: Code.G Edi

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 =~
4| | »

=

Su Ma Tu Wie Th Fr Sa
T T& of [ & sl [ o «f [ of [ = o [ of |52l
of TH of [H o [H of [H el [H o [H « =581
o [ = 6l [ ol (2 wl [H el [H =f [ 2 [ | cer |
z| [l ws[ [ 2l 2 T El 2] [T = oz [ 2 [ El 2z [ =] _pattern
sl [ s [E s [ = Quick PV
Unit Count: 0 D egend
Total Units =0 [callahan] - 6/19/2002 1:43:30 PM
|@ Dane ’7,7‘52 Local intranet

iaSlalll !Juan Callahan - I ESDH Manual | @DMR eSDR:... @Cannut find ser... \@&QI-N E@@ 1:439 PM

When completing
an SDR, click on
Filter By and
select the Code for
a particular group
of consumers

You will then see
only those
consumers
assigned to that
code

You can continue
entering
attendance for
each group of
consumers by
changing the Filter
By
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E. Finding a particular Consumer within an SDR

3 DMR e5DR: [Edit SDR: #9521] - Microsoft Internet Explorer
J File  Edt “iew Favortes Tools Help ‘

= 4

Print

Q (ad 3

Search Favarites Histary

J<=v=>-@f§

Back Forward Stop Refresh Home:

| Address [ hitp: orashc 090/ providersdh. asp Tsdhic=621 x| @6o |j Links >

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status I-

DMR Region C Adminigtrator Support | Search | MMARS Queue | Submitted MMARS | Details: 120326 | Account | Logout

S)SDR# 9521  Contract 120326 - 3168 (DAYS) Filter By 'I Codes |
page: FIEIor 1 check All[{uncheck All[| Submit

r I:I)LEWOLE DAVID (01) $82.63 &t SSN:I:' 2001 - 6142002 Units:
1

COGE
2 3 4 5 6 F 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 3

Provider: Riverside Industries Count: 155

Edit

Mo attendance yet

r ool leries o1 sozes gossn[_ | 7Mm000-n4002  unis oot i
1

2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 20 30 3 hd
| »

4

Su Ma Tu Wie Th Fr Sa

T & of [ S o[ [ & <[ [ & of [H o [ af [5—2d
s [E o TEH o 5 « TH o 5 <[ [TEH « 5 2
w [ = el [ & ol [= wl [2 @l [ 2 wf [ = af [ 2| Cear |
z| [l ws[ [ 2l 2 T El 2] [T = oz [ 2 [ El 2z [ =] _pattern
sl [ s [E s [ = Quick PV
Unit Count: 0 D egend

Total Units =0 [callahan] - 6/19/2002 3:05:11 PM

!g Local intranet

kel
iaSlalll !Juan Ca\laham-..l ESDH Manual...l @Cannot find ser..l Miclosofmccess"aDMR eSDR:.. \@& NE@@ 311 PM

3 Please Choose a Consumer to View SDR - Microsoft Intemet Explorer

J File  Edt “iew Favortes Tools  Help

]@.».@ﬁﬁ\@@@‘ z

Back Famward! Stop Refresh Home Search Fawvarites Histary Print

| £:ddress |@ hitp: //crash: 8090/ provider/selectConsumerS D R, aspPsdid=9521 x| @6 |j Links *

v T I -
LR
. / ELECTRONIC SERMIEE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billzd Contracts | Alerts | Reports | Change Status

DMR Region C Administrator Support | Search | MMARS Quersc | Submitted MMARS | Details: 120326 | Account | Logout

Enter Consumer's Last Name

Last Name: |Cote (Partial nares accepted)

-
| | >
& [
iﬁﬁlalll !Jnan Callahan - I ESDH Manual | @ Cannot find ser. | Miclnsnft Ac:ess"@Please Chao... ‘@G ‘N %@% 312PM

=
= Local intranet

Within the
SDR, click on
Find

Enter in the Last
Name of the
consumer you are
trying to find within
the SDR

Click on Submit
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MR eSDR: [Edit SDR: #9521] - Microsoft Internet Explorer

J ile  Edt Wiew Fawvortes Toolz Help |

J@-»-@ﬁ‘@@@‘ »

Back Fariard Stop Refresh Hame Search Favarites Histary Print

| Adcress [ ] hitp./orash:8090/providersd. asp?sdid=9521 Hlasiname=Cole x| @i |j Links *

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status |

DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Details: 120326 | Account | Logout

Filter By x| Codes

Provider: Riverside Industries

=)SDR#:9521  Contract 120326 - 3168 (DAYS)

paye: T8 or 1 NIRRT == Tstes [| Al Fina [Records]

MICHAEL (01} $92.63 THI2000- 81 472002 Units:
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30

Check Al Uncheck All

Mo sttendance yet

[ End of List ]

Ll

Su Mo Tu We

o = =l TE «f = o X

of T2 of TE wf T2 «f X

s [ = el TR wl [ E sl [

2] [ H oz [E 2] [EH =] [ZE]

s [ E = TE =« TH Quick PY

Unit Count: (1 EJM
Total Units = 0 [callahan] - 6/19/2002 3:06:28 PM
|@ Done ,_,_E'g Local intranet

ggsmn| Bdnan Callahan - I @ESDR tdanual | @Eannnt firnd ser | MicrnsnftAccaSs”@ DMR eSDR:... ‘@QEQ‘EN%@% 312 PM

3 DMR eSDR: [Edit SDR: #9521] - Microsoft Internet Explorer

|
J@.».@ﬁﬁ‘@@@‘ >

Back Farward Stop Refresh Home Search Favontes Histary
j G “Llnks =

Home | Review | Providers | Contracts | d Contracts | Alerts | Reports | Change Status | -

ile Edit “iew Favoites Tools Help |

| Address [@] hitp://crash: 8090 provider/sch.asp?sdid=3521 blasiname=Cote

DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Details: 120326 | Account | Logout

=)SDR#:8521  Contract 120336 - 3168 (DAYS) Filter By x| Codes Count 155
check Allf|uncheck Anfl Submit JuLy-2001 S
Sort

DLEWOLE D&VID (01) $92.63 mssn|  |mzo01-enwzonz Units: ot [Ea

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 256 26 27 28 29 30 31

Provider: Riverside Irngy

=

Mo sttendance yet

r baries w1y so263 moan|  |momoo-eneonz oiks ot Ean
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31_|;|
il | »

Su Mo Tu We Th Fr Sa
T of TE o[ [& «f (= of TE ef & o [o 2]
of T of & wof [ = «f [= wf [EH o [ o (=& |
W TE s TEH wl [E w [E o [E 2l [= 2 [ 5| cear |
a2 Bl e[ TE al TE e[ TE [ [TE =zl [E 2 [ raten
2] [ E sl TED =l [H Quick PV
Unit Count: 0 :—')L_Egﬁd
Total Units = 0 [callahan) - 6/19/2002 3:06:28 PM
|@] Daone ,_,_E'g Local intranst

iﬁﬁlalll !Juan Callahan I @ESDH M anual . | @Eannut find SEI...l MlcrusuﬂAccsSsIl@ DMR eSDR: . ‘@U@EN%@% 313 PM

The Calendar for
the consumer you
are looking for will
appear on the
screen

You then can enter
their attendance in
the calendar

Click on All and you will
return to your entire list
—of consumers to
proceed

You can continue to
enter or edit
attendance, Submit a
PV, or return to
Contract Details leaving
the SDR in an
Incomplete status

Page 67 of 85



F. Writing a note

MR eSDR: [Edit SDR: #9521] - Microsoft Internet Explorer

Toals |

J = 9 fa ‘ a 2| ) ‘ ?
Back Fariard Stop Refresh Hame Search Favarites Histary Print

| @0 ||Links »

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status | =

| Adcress [ ] hitp./orash:8090/providersd. asp?sdid=9521 Hlasiname=Cole

Support | Search | MMARS Queue | Submitted MMARS | Details: 120326 | Account | Logout

Filter By x| Codes

DMR Region C Administrator
Contract: 120326 - 3168 (DAYE)

Provider: Riverside Industries Count: 155

) SDR#: 9521

check Allf|uncheck Anfl Submit JULY -2001

- JI:PLEWOLE DAVID (01) $92.63 THI2001 - B 4021 Coder O
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26
Mo sttendance yet
(mi | |-1AF!LES (01) $92.63 & BSN" 7172000 - B/14i2002 Units: Cic?:F dit
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 3 -
« | »
Su Mo Tu We Th Fr Sa
Appl
[ [ = of [E of [ = af [E of [ = of [ = o [ 2]
s TR s [TE ol TE wf TE [ [TE o [TE o = A
o [ = ol [ 8 ol [ 5 el [ & sl [ & =l [ = af [ 5] e |
az[ [ El = TGl 2l [ El =l [ E as] TR e[ T E =] T | patterm
s [ E = TE =« TH Quick PY
Unit Count: 0 3)Legend
Total Units = 0 [callahan] - 6/19/2002 3:06:28 PM
|@ ,_,_E'g Local intranet

ggsmn| Bdnan Callahan - I @ESDR tdanual | @Eannnt firnd ser | MicrnsnftAccaSs”@ DMR eSDR:... ‘@QEQ‘EN%@% 15 PM

MR e5SDR: [Edit SDR: #9521] - Microsoft Internet Explorer
Help |

e Edit iews  Fawortes  Taools
N = »
* = 9 A Q@ & 3 =
Back Fariard Stop Refresh Hame Search Favarites Histary Print
| Adcress [ ] hitp./orash:8090/providersd. asp?sdid=9521 Hlasiname=Cole x| @i |j Links *

Count. 155

Contract: 120326 - 3168 (DAYS) Filter By x| Codes Provider: Riverside Industries
; Enter Notes - Microsoft Internet Explorer [_ 5] ]

Sort =
;I Edit

CodsF

) SDR#: 9521

28 29 30 31

Mo sttendance yet

m | DCHAHLEE

1 4 5 6

4

2 3

Su il
: l_ = 2 I_ B19/2002 3:10:04 Pht ;I j =
o TH e[ o . i
15 l—m 1 l_ Submit Close j Clear
22 ll: hd I 23 ll: j Pattern
23 2 I 30 Quick PY
Unit Count: (1 3)Legend
Total Units = 0 [callahan] - 6/19/2002 3:06:28 PM
|@ ,_ ,_ E'g Local intranet

i Start| #Joan Calh. | BT1ESDR Man | &]Cannat find. | [B]Micrasoft .. | £1DMR e3D... |[E1Enter No.. [ EREIL NBHAGIT) 316PM

To Write a Note
within an SDR, click
on Notes

A text box will
appear and you
can write a
note/comment that
will stay within the
SDR
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G. Editing a consumer’s attendance calendar

A DMR e5DR: [Edit SDR: #9521] - Microsoft Internet Explorer

J File  Edit Miew Favortes Tool:  Help |

J@.».@ﬁﬁ‘@@@‘ >

Back Farward Stop Refresh Haome Search Favorites History

| Address [#1 hitp./ crash 8080/ providersdi.aspPsdid=9521 Hlastname=Cole =] @t |j Links »

Hi

lome | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status | -

DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Details: 120326 | Account | Logout
) SDR# 9521 Contract: 120326 - 3168 (DAYS) Filter By =| Codes Provider: Riverside Industries Count: 155

check anf{uncheck anfl submit JULY -2001 | notes [ anf Find | Recoras |
[ILEWOLE DaviD (013 $92.53 gostcl | 7s001 - er 4002 Units: 22 CES:F Edit
1.2 3 4 5 6 7 8 0 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 290 30 3
1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 .
x x lxlxx x x| x Ll x x x e xx X x %% % x | x Choose either one
r CHARLES (01) $92.63 die Ssnl i 71/2000 - B/14/2002 Units: 22 ng:F Edit consumer by C|icking on
1 3 7 8 0 10 11 12 13 14 15 16 17 18 10 20 21 22 23 24 25 26 27 28 293031_l;| .
al [ » Edit or a Group of
S It T Th F 5 1
e T e T T e consumers by checking the
o = o[ TE o [H 1 o | box next to the last name
sl [ E el TR wl T E el [E el [ El oz [ =] on the left
22| [ El ws[ [l ozl [ E 2] [ = sl [ E ozl T E el
s [ E sl TE al [E Quick PY
Unit Count: 0 Y legend
Total Units = 3410 [callahan] - 6/19/2002 3:11:55 PM
|@ Done l_l_l':'Il Local intratet
i@ Start| #)Joan Calah..| ®]ESDR Man..| &]Cannat find..| ] Microsott . |[&]DMR es_ [07] MET) 18P
R eSDR: [Edit SDR: #9521] - Microsoft Internet Explorer
J File Edit “iew Favortes Tools Help |
j 341 . F-’d ’ 5® Rh Hﬁ ‘ S@h F@ H® ‘ . On th lend
ach G at top efrest ome ealcl avorites Ishary Tifik
jA_ddress|@ hittp: #crash: BO90 provider/sdr. asp ?sdrid=0521 Slastriame=Cate =] @i “Links » n € caien ar’
change the code
Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | Change Status | =

entered to the

DMR Region C Administrator Support | Search | MMARS Queue | Submitted MMARS | Details: 120326 | Account | Logout
Contract: 120336 - 3168 (DAYS) Filter By =| Codes Provider: Riverside Industries Count. 155 Correct Code and

check anf{uncheck anfl submit JULY -2001 | Notes || A =

click on Apply to

bLEWOLE DAVID (01 $82 62 soosn[ | mommomnamon: e St g
CodeF
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 20 30 accept the
T AERER R T 1 11
X KX ¥R K| x| x ¥ K KX XK K KX Change

X
. . ] Sont .
Imi | CHARLES (01) $92.63 &: B5N T1/2000- B/14/2002 Units: 22 CodeF Edit
1 2 3 4 5 6 ¥ 8 9 10 11 12 13 14 15 16 117 18 19 20 21 22 23 24 25 27 28 29 30 31—ILI
4] | »

Su Mo Tu We Fr Sa

I 5 O o 5 P 3 Y a3 e
I N (5 [ 3 [ 35 of [Fe W [ A
£ I I3 T (I £33 [ TN B33 ™ il B | aofl [S=]  zi[ [ =] |_ Glear
= I IS I I 9 (e O S e O X 27'1_|E zal_m Pattern
2o [ El el [xEl sl [xl=] Quick PY

) Legend
Total Units = 3410 [callahan] - 6/19/2002 3:11:55 PHM

[&] Done [
A Start| #hJoan Calah. | EESDR Man. | &1 Canmat find..| [B]Microsott & [Z]0MR 5. [G7]

Unit Count: 19

! Local intranet

ML 319PM
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MR eSDR: [Edit SDR: #9521] - Microsoft Internet Explorer
J ile  Edt Wiew Fawvortes Toolz Help |
« . o=+ 0 fay Q G ) = »
Back Fariard Stop Refresh Hame Search Favarites Histary Print
| Adcress [ ] hitp./orash:8090/providersd. asp?sdid=9521 Hlasiname=Cole x| @i |j Links »
DMR Region ¢ Administrator Support | Search | MMARS Queue | Submitted MMARS | Details: 120326 | Account | Logout !
5)SDR#:9521  Contract 120336 - 3168 (DAYS) Filter By =| Codes Provider: Riverside Industries Count: 199
check anf{uncheck anfl submit JULY -2001 M m nd 2
OLEWOLE DAVID (01) §92.63 & 58N 7MI2001 - B/ 412002 Units: 19 Cic?gF Edit
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 29 30 31
1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1
LR .. XIR X | X S H X X K 8 LR R ]
I1 5 . EI . Sart _
| CHARLES (01) $92.62 & SSM: 7M72000- B/14i2002 Units: 22 CodeF Edit
1 2 3 4 65 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 256 26 27 28 29 30 31
1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1
XX KX X XX X XK X L . XX X | X R X X b
« | »
Su Mo Tu We Th Fr Sa
Apply
G S D 2 e N I N S e N 59 D EH 7 D I Y |
o | =l ol [x=] ol [x=] mfl =] 2l [x=] el s o [ =] LI
I 5 [ 3 [ 35 (™ 33 ™ N 3 = N 0 e s =2
zZ | El ozl [xEl el [x ]l el [x e[l [xd wl TsE] ozl | 21| Pattern
[ [ wll RED el [xE Quick PV |
Unit Count: 19 3 egend
Total Units = 3407 (callahan) - 6/19/2002 3:14:05 PM
|@ Done ,_,_E'g Local intranet

i# Start| #Joan Calsh. | BT1ESDR Man | &]Cannat find..| [B]Microsott .. |[70MR €5

R NHET 320PM

You can now see
the number of
units for the
consumer has
been changed as
well as the total
number of units for
the entire SDR
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H. Legend

3] DMR eSDR: [Edit SDR: #8918] - Microsoft Intemnet Explorer
J File  Edit “iew Favortes Tools Help |

<3 List of SDR Codes - Microsolt Internet Explorer [_ [ ] @ @ @ @ = =
arch Favorites History Size

=] @o ||| FER »
cts | Billed Contracts | Alerts | Reports | u

| Details: 560323 | Account | Logout

Billable Approved liness
Billable ISP Planned Yacancy
Unhillahle | Holiday

Unbillable | Pending

Unbillable | Sick

Unhillable | Unhillable
Unhillable | Yacation

Billable Fresent

Provider: Better Community Living Count: 23

nates || an | Find [Records

2112001 - BI7F2002 Units: 31 Edit

9 20 21 22 23 24 25 26 27 28 20 30 3
(N T O O A A O B AR |
RN AR AR N AR AR .

7112001 - 672002 Urits: 31 Edit
0 21 22 23 24 25 26 27 28 29 30 3

x|z |n|D|Z|=|=

Close Window

|- |
[ & IpL\NDA(m) §763,002.46 3
1
1

2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19
1 1 11 /1 11 1111 111111 [1f1]11]11f1

Su Ivla Tu Wy
Al TR o [

ol [ =l A TE o TE of [l

@l [ = o [ Rl sl [ E] s =]

ol [ Eloal [ E oz [l e ]

al [ = oz [ wl [ R s [

Unit Count: 1

|@ !7|—§|' Intermet

i Start| #) Louie Fiabert - | BF)Dacument! - . | #7DMA eSDR: [ | BESDA Manual. |[&7List of SDR... [REJ NHWE 238Pu

Click on Legend
for Calendar
entry options

You should enter
ALL service
delivered and in
the correct
amounts.
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|. Warnings and Internal Flags

MR eSDR: [Edit 5DR: #8918] - Microzoft Internet Explorer

J Fle Edit '‘iew Favoites Took Help | AS Wlth mOSt
M I DMR eSDR - Microsoft Internet Explorer !E[E @ ., e
e i~ systems th.ere
DMR eSDR <] @6 ||ke” WP » may be a time
A when you
es -Records . .
” 1 — receive this type
Please be advised there has been an internal |t gf message. It
Server Error. We are currently working to oes not mean
resolve the 1ssue. L2 Edit that you have
3 24 25 26 27 28 29 30 3 entered
Please contact the help desk to report this issue. incorrectly.
02 Units: 31 ﬂl
'I‘hank You 3 24 25 26 27 28 29 30 31 -
[ ) o
ol W L} e TTT T Sa
[ = d T2 4 (= 4 [=1 4[5 -2e]
dTH T3 T2 T2 o T2 of ke o [ A |
o T = o T2 o [0 o [ o [= o [ o [ =] Cear |
o | =zl [ =l ozl [ El asl [ Rl oz [ =l oz [ =l oz [ =] pattern |
ml [ =l e TE el [ wf [E sl [El Quick P |
Unit Count: 1 D Legend
|@ ’_E|° Intermet

iaSlaIll !Laurie Fobert -. | @Documenl‘l | @DMH e5DR: [ | @ESDH Manual...”@DMH eSDH... |@;H<H§N Eﬁ@@@ 246 PM

If this error occurs, log out and try again later. If the error still
appears contact the DMR Helpline for assistance
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J. Deleting an SDR

3 DMR eSDR: [Contract Details] - Microsoft Internet Explorer

File  Edit Aiew Fawortes Toolz  Help |

B =
) D A S| g9 B
Back. Farivard Stop  Refresh  Home Search Faworitez  Histary Frint Edit Dizcuzs
Address I@ httpa: A fvav. 2zdr. drar. state. ma. us/pravider/contractdetails. asp?eid=141 Loontract=11031 44fy=2002%pravid=81 j @Go | Links **

|- |

-
F, ELECTRONIC SERVICE DELIVERY REPOR"

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

DMR Region C Administrator MMARS Queue | Submitted MMARS | Details: 110314 | Account | Logout

Contract Details for Contract 110314 as Provider Berkshire County ARC {#81)

SDRs, 0Bs and UBs

Orig.
Mo/Year

=) SDR: 10382 7i2001 3166 - DAYS O |z Edit | pelete ||

D Orig. ID | Mo/Year Contract/Program Status | Date comments | Action

An SDR can
only be
deleted if it is
in Incomplete
status.

Click on
Delete

Orig.

D Orig. ID Mo/ear Morvear

Contract/Program | Status | Date | Comments | Action

) T Grouie Gust RelinbUrssmsng PF CR
o
4 | »
[&] Dare [ ] |3 [ intemet
g start| # Lauiie Fiobert - &1l Docume. | E]ESDR Manual Layout - Mi... | [2]DMR eSDR: [Contrac.__ R NHAIE 1:41 P1i

If the SDR is in Submit Status the Provider must contact the Region to have
the status changed to Incomplete.
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] DMR eSDR: [Contract Details] - Microsoft Internet Explorer
File Edit ‘iew Favoites Tool: Help |

S R C I A B B SR [ AR - =l
Back FEamard Stop  Refresh  Home Search Fawortes  History PFrint Edit Dizcuzs

Address I@ hittps: /v esdrdrnr state. ma. us/provider/contractdetails. aspPeid=141&contract=110314kfy=20024provid=81 j @ Go | Links **

[

-
e E. ESDR,
A ELECTRONIC SERVICE DELIVERY REPOR"

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

DMR Region C Administrator MMARS Queue | Submitted MMARS | Details: 110314 | Account | Logout

Contract Details for Contract 110314 . LU TGS RY
SDRs, 0Bs and UBs
Are pou sure you want to delete edr #103827

D Orig. ID | Mo/Year 9 Comments | Action

M
| = I
Cancel Edit I Delete

=) SDR: 10383 7r2om

ID Orig. ID MoYear Orig. Contract/Program | Status | Date | Comments | Action

a | _>I_I
|§:| Dane l_’_|—é_|ﬂ Internet
g Start| # Laui= Ficbert - 4l Docume. | BESDR Manual Layaut - Mi.. |[&1DMR eSDR: [Contrac... REWNHAOE 143rM

Message
asks Are
you sure
you want to
delete SDR
#. Click on
OK or
Cancel

-3 DMR e5SDR: [Contract Details] - Microsoft Internet Explorer

File Edit View Favoites Toolz Help |

S BT A N e e~ R B

Back Forand Stop  Refresh  Home Search Favortes  Histomy Print Edit

-

Discuss

Address I@ httpa: £ v exdr. dinr. state. ma. us/provider/contractdetails. asp?oonbract=11031 #cid=1 41 &fy=20028 confimdelete=tue j @Go | Links *

EEVEN 250
/ ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

DMR Region C Administrator MMARS Queue | Submitted MMARS | Details: 110314 | Account | Logout

The item was successfully deleted.
Contract Details for Contract 110314 as Provider Berkshire County ARC {#81)

SDRs and UBs

D Orig. ID Mo/Year Contract/Program Status | Date | Comments | Action

Mo/Year

Orig.
MoiYear

] orig. ID Mo/Year Contract/Program | Status | Date | Comments | Action

BIMUUSSEMENT Y CR

L —1

Indicates
SDR
Deleted

) : : -
4 | »

|&] Dore |_|_|—é_|° Internet

s start| M Lauis Robet - Al Docume...| B]ESDR Manual Layout - i [ €] DMR eSDR: [Contrac... REWNHAOD 1.45PM
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K. Deleting a PV

MR e5DR: [Contract Detail
Ei Edit  Wiew

icrozoft Internet Explorer

Help |

Favortes  Tools

3 ="
S R AN B B = . [E]
Back Fonwand Stop  FRefiesh  Home Search Favoites  History PFrint Edit Discuss
Address I@ hitps: /v esdr.dmr. state. ma.us/provider /contractdetalls. asp 7cid=141&contract=110314&yw=20024provid=81 j 6o | Links **

-

= ™ -
- E.@»;@/R A PV can
ELECTRONIC SERVICE DELIVERY REPOR’

be deleted if
the status is
Incomplete

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

DMR Region C Administrator MMARS Queue | Submitted MMARS | Details: 110314 | Account | Logout

Contract Details for Contract 110314 as Provider Berkshire County ARC (#81)

SDRs, OBs and UBs

Mo/Year Contract/Program Status | Date | Comiment:

Click on
Delete

Contract/Program | Status

ate Comments | Action

$ Pv.1020
PVDMR21102156162

Edit
Delete

THi2002

Cust Ralmburszimznl 2 CR

/] | _>|_I
|ﬁj I_I_E B Intemnet
=] Slalll ‘! Laurie Robert - Al Documa...l ESDF! M anual Layaut - Mi... ”@ DMR eSDR: [Contrac... |@<E]§E N Eﬁ@@ 1:49 PM

==

Back Fanwand Stop  Refresh  Home

Pint  Edt  Disouss
Address I@ hitps: /v esdr.drr. state. ma.us/provider fcontractdetalls. asp ?cid=141&contract=110314&k=20024prowvid=81 j @ Go | Links **

Search Favortes  History

@@‘

. |
; ('
| ESTR
. ELECTRONIC SERVICE DELIVERY REPOR’

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |
MMARS Queue | Submitted MMARS | Details: 110314 | Account | Logout

A Message will

Contract Details for Contract 110314 Zpyp appear to aSk

— you if you are
_ @ Are you sure you want to delete py #10207 )
D orig. ID Mo/Year s | Date | Comments | Action sure you want to

Carcel delete the PV

No unbilled SDRs are in process this Contra

Click on OK or
cancel

Contract/Program | Status | Date Comments | Action

$ Pv.1020
PVDMR21102156162

Edit

7Hiz2002 —
Delete

-

4« | il
[&] ’_’_ré_ B Intemnet
i Slalll B Laurie Robert - A1 Docume...l WESDR Marual Layout - Mi... ”@ DMR eSDH: [Contrac__ |@(EJEE N#OE] 149PM
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DMR eSDR: [Contract Details icrozoft Internet Explorer

Favorites

==

Y
Back Fanward Stop  Refresh  Home

Q HEH P

Seaich Favortes  History

Frint Edit Discuss
Address I@ https: /v esdr. drv, state. ma. us/provider/ contractdetails. asp Peontract=11031 4&cid=141 &y=2002kconfimdelete=tue j @GD | Links **

-

: (-
ESTR
ELECTRONIC SERVICE DELIVERY REPOR’

A message will
appear to confirm

that the PV has
Contract Details for Contract 110314 as Provider Berkshire County ARC {#81) been deleted
SDRs and UBs

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

DMR Region C Administrator MMARS Queue | Submitted MMARS | Details: 110314 1 &
—

! Afwunt | Logout

The item was successfully deleted.

D Orig. ID Mo/¥ear Orig. Contract/Program

Status | Date | Comments | Action
Moiear

D Orig. ID MoYear Orig. ContractProgram | Status | Date | Comments | Action
MosYear

No PYs are in process this Contract

1] | _'I—I
|&] Dore

’_’_rg  Intemet
] Slalll g\_aurie Robert - All Docume...l @ESDH Manual Layout - ki... “@ DMR eSDR: [Contrac. .. |@<}]§E N Eﬁ@@ 1:49 P
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L. Billed

J File Edit Miew Favoites Tools  Help

Contract Function

MR eSDA: [Contracts] - Microzoft Internet Explorer

@ Lo+ D A a Gid 3 = g
Back Farmand Stop Refresh Home Search Favorites Histary Print

J Address I@ http: /#crash: 8090/ pravider /contracts. asp

DMR Region 1 Administrator

Contracts List for DMR Region 1 Administrator {Entire Region 1}

Contract

100305

Yendor

Multicultural Cormm. Svs. Pioneer Val 2003 1

1) I

Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |

Support | Search | MMARS Queue | Submitted MMAR: | &ccount | Logout

Yiew Details

j @Go

ELECTRONIC SERVICE DELIVERY REPOR’

2 ) 100306 Certer Far Human Develapmeant 2002 1 ¥iew Details
3 2 100310 Abilities Unlimted Ofwestern M.E 2003 1 ¥iew Details
4 . 100314 Gaadwill Industries-Springfield/Hif 2003 1 ¥Yiew Details
5 2 100325 Agsociation For Comm Living 2003 1 ¥iew Details
B ) 100326 Western Mass Training Consortium 2003 1 Yiew Details
7 o) 100646 Berkshire RTA 2003 1 view Details
| g 2 100647 Franklin Reg Transit Autharity 2003 1 View Details | _ILI
1 3
|@ Done ’_ ’_ _’E Local intranet

R Slaltl ESDR tanual Layout - Mi. | @ DMR eSDR: [Contrac... !Joan Callahan - Inbox - Lat...

73 DMR eSDR: [Find SDRs/PVs] - Microsoft Intemet Explorer

@@

File Edit iew Favorites Toolz  Help

3 =
&y 9 AT e~ I R R "
Back Farwand Stop  Refresh  Home Search Favortes  Histary Print Edit Discuss

DMR Region C Administrator

Locate Billed SDRs or P¥s

[A1 [B1 [C1 [O1 [E] [F] [G] JHI [ [J] [ [L M1 1 101 [P [Q1 R [5] [T [ 1] 0] [D

Address I@ https: A, esdr. dmr state. ma.us/dmiffindtrans. asp?Letter=B&provi D =81 &vendorN ame=teid=141 koontract=1103144fy=

Step 2. Please select a vendor below

MMARS Queue | Submitted MMARS | Details: 110314 | Account | Logout

Contract Month/¥ear

Berkshire Action Council =] [110363 EZD[B Juby 2001
erkshire Center for Family & Child August 2001
110318 (2002) ‘\ cptember 2001
Berkshire Family & Indv Resouces 110357 (2002) Octal
Berkshire BTA 110363 (2002) MNawember 20
Best Buddies Int'l 110364 (2002) December 2001
BestBuddies Jobs 160304 (2002) January 2002
Beta Community Services MRECO4T (2002) Fehruary 2002
Better Community Living SALDZY (2002) harch 2002
Bostock Elise P SALY8E (2002) Apnil 2002
Bostan College 110374 (2001) ey 2002 —
Bostan College 110318 (2001) June 2002
Bostan Educ Devipmnt Foundation 110357 (2001)
Boston Higashi School 110364 (2001)
Bostan Inst For Arts Therapy 160304 (2001)
Bridge Of Central Ma MECO4T (2007) =
al | _bl_l
&) l_l_Ele Internet

g Start | M Laui= Robert - Al Docume..| BIESDR Manual Layout - i | [2]DMR SDR: [Find 5D...

|REWNHSE 1:50pM

The Billed
Contract Function
is used to View
PVs and SDRs
that have been
Reviewed by DMR

Click on
Billed
Contracts
on the

Manii Rar

As a DMR
Administrator, you
can choose any
Provider in your
Region.

In order to View
SDRs and PVs,
Providers or DMR
Administrators,
can choose any
contract
associated with
the Provider and
any month within
the Contract and
Fiscal Year. Click
on Find
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M.  Over billing and Under Billing

The Over Billing and Under Billing feature is to be used if
attendance for a consumer has been previously Reviewed by
DMR and is a Modification of that attendance record.

Find the already Reviewed PV or SDR as discussed in the
Billed Contract function.

/3 DMR e5SDR: [Contract Details] - Microsoft Intemet Explorer

File Edit “iew Favoitez Toolz Help |
S ) A A oS g B S
Back Fonward Stop Refrezsh  Home Search Favortes  History Frint Edit Dizcuss
Address I@ vy, ezdr. drnr state. ma.ws/Provider /contractdetailzold. asp ?oontract=110212%cid=144%hy=2002%provid=214month=1 U&year=2UU1j If‘)GD Links *
S Lharinim o e e = = - = —Tal v, 5 VERY REPOR =

Home | Review | Providers | Contracks | Billed Contracts | Alerts | Reports |

DMR Region C Administrator MMARS Queue | Submitted MMARS | Details: 110318 | Account | Logout

ontract Details for Contract 110318 as Provider #81
lilled {(Reviewed and Approved) Items for 102001

D Orig. ID Mo/Year Orig. MAYT
o PYs are in process this Contract

Status | Date | Comments | Action

Contract/Program

After finding
the SDR for
modification,
Click on UB
for Under
billing or OB
for Over
billing

sDRs
D I([))rig. Mo/ear non?(!: ContractProgram | Status | Date Comments Action
Supplemental A/
£) SDR:4674 10/2001 3163 - DAYS Q |30z N6 OnD view | us | o8 |
BO...
) SDR:2318 1072001 3163~ DAYS Q@ 1230002 view | us | o8 |~
Following
) SDR:314 1072001 3163~ DAYS Q |izwzonr | PEOPEE | iew || us || o8|
thiz con...
K| | _>l_I
@ Dane ’_’_E|O Irterriet

RBEWNHAOD 152rM

ﬂ Stalll !Laurie Fobert - All Docume...l ESDH bl anual Layout - k.. "@ DMR eSDR: [Contrac...
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“J DMR e5DR: [Contract Details] - Microsoft Internet Explorer

File  Edit iew Favortes Tools Help |

S W a @ 3| g |
Back FEarward Stop  Refresh  Home Search Favortes  History Frirt Edit Dizcuss
Address I@ vy, exdr.drnr state. ma. us/Provider/contractdetailzold. asp?contract=110318cid=144%m=20024provid=81 &month=1 D&year=2DD1j @GD Links *
Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports | message
DMR Region C Administrator MMARS Queue | Submitted MMARS | Details: 110318 | Account | Logout Wl”
ontract Details for Contract 110318 as Provider #81 appear
lilled {(Reviewed and Approved) Items for 1072001 H H
: . . which will
1D Orig. ID MoiYear = "' ““" 5 '“"“"""““ """"" i =] Status |Date Comments |Action
t Ink t
o PVs are in process this Contract Do o e aSk yOU
_ @ Are pou sure pou want to modify UB # 46747 Wh eth er
ID I?)rig. MoiYear noﬂ?g nts Action yOU wa nt
Eancell t d f
ental /OmO | y
o SDR: 4ET4 billing for: D — | the SDR
) : 10/2001 3163 - DAYS 0 312002002 Daviau 017 e
Click OK
=) SDR: 2318 102001 1/23/2002 View uB o8 |—
o | | | or cancel
Fallowing
=) SDR: 314 _ people are .
=) 102001 3163- DAYS © |[r2000 | PEPEEE view | uB | o8 |
this con...
Kl | b
|&] Done ’_’_ré_  Internet
= ] Slalll !Laune Robert - Al Docume...l @ESDH Manual Layout - Mi.. “@ DMR eSDHR: [Contrac. .. |@<EJEU N aﬁ@@ 1:52 PM
DMR eSDR: [Edit SDR: #10385] - Microsoft Internet Explorer
File Edt Miew Favorites Tool: Help |
5 =
I S | QA G @4 . The SDR will
Back Frard Stop  Refresh  Home Search Favortes  History Frirt Edit Dizcuss
Address I@ hittps: v, esdr. i, state. ma, us/Provider/sdr. asp 2edrid=10385 j P Go | Links > appear Wlth the
[Fo afendance vet ~ H
=l previously
Mo [ TaroL ot 56675 s ] 7101993- 6282002 Units: Edit tered
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 : entere
I
Mo sttendance yet atten d a nce
W @ [ JAVID (01) $66.75 mesn [ B 7Hi2001- 6282002 Units:22
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 : C“Ck on bOX
1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 .
W M KK KoMK X ¥ oM M K X KoM M K X KoK K beside
& : - Units: Edit 4
[ [ TrRAcY (1) $86.75 #oash( F 702001 - 62872002 rits | Consumer’s
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 :
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N. Manual Line Items
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The Manual Line item feature is to be used on a
instances where a bill is not derived from atten
example would be a retro rate increase or degfease.
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O. Supplemental Billing

A new SDR should be completed for a

consumer if units were not previously
billed.

Qea Create SNR
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P. Help and Assistance

in - Microsoft Internet Explorer

J File Edit “iew Favartes Taoolz Help
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This system for authorized users only Login |

SYSTEM NEWS & NETWORK INFORMATION:

New Accounts & If you need any service or support for the DMR application you can visit your
Support: support page:  Support
Systemn Update: On Tuesday the 11th of June, we will be updating the system. In the event

you have problems logging in on this date please try again later in the day.

New Address: There is a new address for this application it is e
HTTPS: Ay e SOR. DR STATE MAUS Please update your
bookmarks. *You should have been redirected to this automatically. You
can check by looking at your address bar.

[
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At the eSDR Login Screen, Click on Support
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Creating a New Provider Account
New Provider Accounts are created by DMR technical staff only after the following
procedures are followed:

1.) The provider fills out the following form: eSDR Registration The form is also
available at the DMR web site at www.dmr.state.ma.us Click on DMR-POS-Contracts
and then click on eSDR.

2.) The provider must submit the completed form to the Regional Office with which
they do most of their business for signature verification.

3.) Once the form has been filled out and authorization has been granted, an account
will be created for the approved Provider. A notice will be sent by e-mail to that
individual when access has been authorized.

Creating a New DMR Account

The DMR internal eSDR authorization form is also available at the DMR web site noted
above. The form can be either be printed out, signed by the Regional Operations
Manager and sent to the contracts office in central office or attached to an e-mail and
sent to esdr.help by the ROM.

Technical Support
If you require assistance with technical issues-contact the esdr.help@dmr.state.ma.

Bug Reporting

If you believe you have come across a bug in the application you are encourage to
document and submit the following:

Write down the ID of the PV or SDR you are working on.

Write down the ID and Name of the Provider if applicable.

Write down the actions you were taking before the bug became apparent.

Write down any error message(s) that might have appeared.

Note the time and location when the bug occurred.

Submit this information and any other relevant facts to: esdr.help@dmr.state.ma.us.
Please remember that the more information you are able to document about the
problem dramatically increases the likelihood of your issue being successfully
resolved.
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